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1. O6nmre nonomenus

1.1. Hacrosmas WHCTpYXIMR 1O ACIONPOMIBOACTEY COCTARNCHA C MEMBIO OKASANMA METOMMUCCKOR
FOMOITH JIOXKYMCHTRIONHOTO obecnevenns ynpasicHHas MyRRIMEATAIONO G100KeTHONO JOIKOMBHON
ofpasosaremsioro  yupexgtenns oflerexmit cax M333» «Bwmmrsamasdt serckmil canr  M333
xosGrERponmmoro raas Conercxoro pafiona r. Kmsamw (mamee MBJIOY «flerckmii can Ne333»).
Huctpyxums  paspalorama ¢ ywerom «OcHOBHBIX  mosomensdi FOCYARpCTBCHRON  CHCTEMEI
ACKYMCHTALHORROrO obecncdcHis ynpantcnns. Ofimme tpeGonamns x goxymentys. (M., 1991), FOCT
P 6302003 «Yunduumposannas cucrema OPraiMINIMOHHO-PACIOPANRTENLEON  JOKYMEHTRIIIMN,
TpeGoramns k odopsreriio roxymenTos, Trnonod HHCTPYKIHE [0 ASN0NPOHIDOACTEY B GeACpANbHEIX
Oprafax wcmomsETeNnMOod Baactw (M., 2001). 01.04.2000r., Mucrpyxmis onpeaenser OCHOBHAE
UPHIGOIIE  OPFMMMIAIME  ACJONPOMIBOACTRE, NOPRAOK  AOKYMCHTHPOBAHHS  YIIPANICHICCKOH
ACATCABHOCTH W OPraHH3AINO PabOTH ¢ AOKYMEHTAMH OGINCCTBCHIONO OOLE/TNCHI: npEeM, ywer,
BOATOTOBKY, OQOPMACHHE, THPOKHPOBANME, KOETPOAL WCUONMEHHSE, XPAaHCHHC H HCIOMLIOBARME
AOKYMCHTOB B ACTONPOMIBOJICTES H NEPEIIEA HX HA FOCY/IAPCTBCHHOSC XPARCHHE.
1.2. Pabora ¢ poxymenramm PEryHPYCTCS B COOTBETCTBHE C JICHCTHYIOUMME 3AKOHOAATCABCTEAMMY
MxolMpmquyﬁmenmumeWm«Oﬁapmmou
acae & Pd» (2004), «llonomesmem o6 Apxmsrom domse Poccidicxoft Depepanuns (M., 1994) u
HOPMETHRHO-METOMYCCKEME A0KyMeHTaMH Pocapxina,
|.3.06m!mmpommm6momemymnoucmunpuu.mpmmupoﬁmucmxywu
OBCCIICHCHIEM HX COXPANNOCTH OCYIISCTATRCT sasejysonpit MBJIOY oflercxmit cax No333»
L4. Omercrserrocts 3a cocrosmue AcnonpoisoscTsa B cofmonesme TpeGopanmit HacTosmcH
mneTpyxiE MBJIOY «Jlerexuii cax No333» mosnaraercs Ha COTPYAMMKA, HATHAMCHHONO PHKEIOM
JABCAYIOMEro (OPH OTCYTCTBHH  CTABKH  JCAONPOMIBOINICAS 110 INTATHOMY PACHNCAHNIO  BCe

Bosmaramorcs Ha sasejyromero MBJIOY oflercxmit can Ne333»). Jror corpymmmx
OBecneunBacT yueT # NPOXORICHHE AOKYMEHTON & YCTAHOBICHHEIC CPOXH, HDOPMUPYCT PYKOBOJACTED
O COCTONHHM X HCHONHCHMR, OCYIIECTRUSCT OGHAKOMMCHHC DPaBOTHMKOB C HOPMETHEHMMH M
MCTOARGECKHME JOKYMCHTAME 110 Je0MpOH3BOACTBY. [IpH CMCHE COTPYIHHKS, OTHETCTBEHNOIO 30
ACIOUPOHIBOACTBO, AOKYMCHTE! NEPETAIOTCA 110 SKTY UPHEMA-TICPEIATH,
1.5, TpeGosamms mucrpyximm no AcsonpomssojcTey obasaremnasm aum scex. Ee  monowesme
PACTIPOCTDANACTCE HA OpPraEM3aING paboTE, B TOM WHCAE OCYMICCTRASCMYIO C  HOMOMUINO
ABTOMATHIHDOBAHHLX  TexHONOMWH, Baeocenme mamencumit = YTHCPRACHHYIO  MUCTPYKIGHO
OCYICCTRINETCK TONLKO HA OCHOBARMHA NPHKALR JABCIYIONECTO,
1.6. Ipa orbrurman COTPYAHHKA, OTBETCTBCHHOTO 33 JCHONPOMIBOICTBO B ATHTCABHYIO KOMAHIMPORKY
m-m&nm.mtmmnwmmmommmmomwm



1.7. Ilepenadya 1OKyMEHTOB, BblJa4a KOIUK CTOPOHHUM OPTaHU3AIMSAM U TPpaKIaHaM OCYIIECTBIISECTCS Ha
OCHOBE 3aKOHOJATENIbCTBA B MOPSIKE, OMPEEICHHOM HHCTpyKUMEW mo aenompousBoactsy MB/IOY
«Jlerckuit cam Ne333».

2. JlokymeHTanus

2.1. Jesarenpnocts MBJOY «Jlerckuii cam Ne333» oOecrieunBaeTcss CHUCTEMOM B3aMMOCBS3aHHBIX
YIpaBIE€HYECKUX JOKYMEHTOB, COCTABIISAIONINX €T0 JOKYMEHTAIMOHHYIO 0a3y.
2.2. B cooTBeTcTBUM C ACUCTBYIONIMM 3aKOHOJATeIbCTBOM M kommneteHiuedn MBIIOY «/lerckuit cax
Ne333» B mpouecce JeATEIBHOCTH CO3AA€T CIEAYIOIIME BHIbI JOKYMEHTOB: OPraHU3allOHHO-
pacropsauTeIbHbIE, [0 JMYHOMY COCTaBy, HH(POPMAIIMOHHO-CIIPABOYHEIE.
2.3. [Ipu moAroToBKE TOKYMEHTOB PEKOMEHYETCSI IPUMEHATh TeKCTOBBINA peaakTop Word Bepcun ot 6.0
U BbIlIe ¢ ucnonb3oBanueM mpudro Times New Roman pazmepom Nel2 (st ohopmieHns TaOIUIHBIX
Marepuanon), 13, 14, 15 yepe3 1-2 unTepBaa.
B cocras noxymentoB MBJIOY «Jlerckuii cag Ne333» BxoasT:
- OpraHM3alMOHHBIC JTOKYMEHTHI (YcTaB, TOroBopel 00 oOpa3zoBanum, KomnexktuBHbIA moroBop, JIHA,
JOJDKHOCTHBIE MHCTPYKLMU COTPYJHHUKOB, IITAaTHOE paclMCaHHE, IPaBUJa BHYTPEHHETO TPYIOBOTO
pacnopsika, TpyJI0Bble JOTOBOPHI U JIp.);
- pacropsiANTENbHBIC JOKYMEHTHI (IIPUKa3bl, MHCTPYKIINH, PACTIOPSHKEHUS U T. I1.);
- UH(POPMALIMOHHO-CIIPABOYHBIE IOKYMEHTHI (IIPOTOKOJIBI, TIAHBI, OTYETHI, CIPABKH, aKThl, JOKJIAIHbIC U
OOBSICHUTENIbHBIC 3aITUCKH, TMChMa, TeJIETPaMMBI H JIp.).
2.3. JlokyMmeHTBl, Kak mpaBmio, odopmisiorcs Ha Onankax MBJIOY «/lerckuit cag Ne333»y,
cootBercTByOmMX ['ocynapcrBenHomy cranaapty PO (I'OCT P 6.30-2003), momxHBI COAEpIKaTh
YCTaHOBJICHHBIN KOMILUIEKT 003aTeNIbHBIX PEKBU3UTOB MPU COOTBETCTBYIOIIEM UX PACIOIOKEHUH.

3. Oco0eHHOCTH NOATOTOBKH M 0()OPMJIEHHUS OTAeIbHBIX BH/I0B JOKYMEHTOB

3.1. Ilpuka3z

3.1.1.Ilpuka3 - mpaBOBO#1 aKkT, n3naBaemslii 3aBenyromuii MBJIOY «Jlerckuii cag Ne333». On BcTymaer B
CHJIy C MOMEHTA MOJIUCAHUsI 3aBEAYIOIINN, €CIM B TEKCTEe HE yKa3aHO JApyroro cpoka. [loamnucaHHbii
IIPUKA3 PETUCTPUPYETCH.
[Ipukazamu oGOpMISIOTCS pElIeHHs HOPMATUBHOTO XapakTepa [0 BONpPOCaM  OpraHHU3aINH
IUTAHUPOBAHMSI, OTYETHOCTH, Y4YeOHO-BOCIIUTATEIBHOIO IMpolecca, Je4eOHO-TTPOPUITaAKTUIECKUX
MEpOTPUSATHH, buznYecKoro pa3BUTHA, (buHaHCOBO-XO03SIIICTBEHHOM NEeSATEIbHOCTH,
BHEIIHEOKOHOMUYECKOU JESATEIHbHOCTH, a TaK)Xe IO ONEPATHUBHBIM, OPTaHU3alMOHHBIM, KaJpOBBIM U
Apyrum BonpocaM BHyTpeHHel paboTsl MBJIOY «/leTckuit cag Ne333».
[IpoekTbl MpHKa30B MOATOTABIUBAIOT pPAOOTHUKM, HA3HAYCHHbIE OTBETCTBEHHBIMH 3a BEJCHHUE
JENOTPOU3BOJICTBA HA OCHOBAHUU TOPYYCHHS 3aBEAYIONIEro JTHOO B WHUIMATHBHOM TOPSJKE.
3.1.2. [laToii mpuKa3a SBISETCS J1aTa €ro IMOAHCAHHUS.
3.1.3. Ilpuxa3bl M0 OCHOBHOW (aAMHUHHCTPATHUBHOM M (PMHAHCOBO-XO3SIICTBEHHOMN) AESITETHHOCTH, MO
JUYHOMY COCTaBY, O 3aUMCIEHUU W OTYHUCIEHUU BOCIUTAHHUKOB, (DOPMHUPYIOTCS U HYMEPYIOTCS
OTJIETIbHO B IIpe/eNiaX KaJleHAapHOro roja.
3.1.4. Konuu mpuKa30B WIH WX Pa3MHOXKEHHBIE SK3eMIUTSIPHI 3aBepsitoT nedatbio MBJIOY «JleTckuii can
Ne333» u HampaBIAIOT MO aapecaM B COOTBETCTBUM C YKa3aTelIeM PACCBUIKH, KOTOPBIA COCTaBISIET U
MOJINMCHIBAET UCIIOJIHUTENb.
3.1.5. Tlpuka3 umeer CleayrInue PeKBU3UTHI:
- naumenoBanue MBJIOVY «Jlerckuit cag Ne333»;
- HANMEHOBAHUE BUJIA JOKYMEHTA;
- 1aTy ¥ HOMEp JIOKYMEHTa;
- 3ar0JIOBOK K JOKYMEHTY;
- TEKCT JJOKYMEHTAa;
- MIOJITIKCH;
- BU3HI;
- OTMETKY O MPHUJIOKEHUH.
3.1.6.HaumenoBanue MBJIOY «Jlerckuii cag Ne333» yka3piBaercsa B nojHOM opme - MyHHIIMIIATBEHOE
OIO/PKETHOE JIOIIKONBHOE 00pa3oBareibHOE YyupexkaeHue «bunuHrBaneHbId nerckuii cam Ne 333
KoMOMHHpoBaHHOTO BuAa» CoBerckoro paioHa r.Kazanu. IleyaTaroT LEHTPUPOBAHHBIM CIIOCOOOM

2



(Hayanmo W KOHel KaXXJOW CTPOKM pEKBH3UTA PaBHO YAAJE€Hbl OT TPaHMIl 30HBI PACHOJIOKEHUS
PEKBU3UTOB).

3.1.7. HaumenoBanue Buja fokymenra - "[Ipukaz":

- npu O(OpPMICHMH NPUKA30B IO OCHOBHOM (3JAMUHUCTPATMBHOM M (HUHAHCOBO-XO3SHCTBEHHON)
NEeATEIbHOCTH UCIOJB30BATh JIUTEP «O».

- mpu opOpPMIICHUM MPUKA30B IO JIMYHOMY COCTaBy B paboOTe MOcie HOMEpa MpHKa3a HCIOJIb30BaTh
utep «K».

- Ipu OPOPMIICHHH IPUKA30B 1O (PMHAHCOBBIM BOIIPOCAM UCIOIB30BATh JUTEP «Dy»

-1py 0pOPMIIEHHUH TIPUKA30B M0 OPraHU3AIMH [1eJarOTMYECKOr0 Mpoliecca CIOIb30BaTh IUTEp «M».
3.1.8. 3arojoBOK JOMKEH KPAaTKO M TOYHO OTpa)kaTh COJEp)KaHUE TEKCTa IpUKa3a. 3arojioBOK, Kak
npaBuiio, (Gopmynupyercss B NpeIIo)kHOM majaexke, Hampumep: "O Bwimuiate pabotHukam MBJIOY
«Jlerckmit cag Ne333»...".

3aroyioBoK meyaTtaroT mpudTom, 6e3 ab3alHOro OTCTyma, pacroiaras Ha CTpaHHIE B JIEBOM BEPXHEM
yriay. 3arojoBOK, COCTOSIIIMH W3 JABYX M Oollee CTPOK, pPACHojaraloT Ha CTPaHUIE 4Yepe3 OJIUH
MEKCTPOUYHBII UHTEpBaL. TOUKY B KOHIIE 3ar0JIOBKA HE CTaBST.

3.1.9. Tekct oTaensercs OT 3arojioBKa ABYMS-TpEMsI MEXKCTPOUYHBIMH MHTEpBajaMH, mneuyataercs 14,12
KErjeM 4epe3 OJMHAPHBIN MHTEpBaJl TEKCTOBOTO IOJS M BBIPABHUBAETCA 110 JIEBOM M MPAaBOW rpaHULAM
TekctoBoro mnojs. Ilepast crpoka a03anma HauMHaeTcs Ha paccTossHUM 1,25 cM OT J1eBOH I'paHHULIbI
TEKCTOBOTO MOJISI.

TekcT mpukaza MOXKET COCTOSITh U3 JABYX YacCTEH: KOHCTATUPYIONIEH (ITpeaMOyJIibl) U pacropsiAUTEIILHOM.
B koHcraTupylomieil 4acTu KpaTKO H3JararoTcs Lenu U 3anadu, QakThl U COOBITHS, MOCTYXHBIIHUE
OCHOBaHHMEM JUIs M31aHus Tpuka3a. OHa MOXKeT HaunHaThes cinoBamu "B nensx...", "B coorBeTcTBUM...",
"Bo wucnonnenwe..." u T. . Eciu npuka3z u3naercs Ha OCHOBAHMM JIPYroro JOKYMEHTa, TO B
KOHCTaTUPYIOIIEH YacTH YKa3bIBAalOT HANMEHOBAHUE 3TOr0 JOKYMEHTa B TBOPUTEIBHOM MAJEKE, €ro
JaTy, HOMEP U 3aroJ0BOK.

B oTnenbHBIX ciydasix KOHCTaTHPYIOMIEH YacTH MOXET IMPEIIIeCTBOBATh MpeaMOyia U3 OJHOTO - IBYX
MpeIoKEHUH, B KpaTKoil (opme oTpaxkarolas CyTh NpHKa3a, HO MPU 3TOM HE AyOnupyromas ero
3arojoBoK. OOBIYHO MpeaMOyy UCTONB3YIOT AJIS TOTO, YTOOBI YIPOCTUTh M COKPATUTh (DOPMYIHPOBKY
3aroJioBKa.

PacniopsiuTenbHas 4acTh OTIENSIETCS OT KOHCTAaTUPYIOIIEH CIIOBOM «IIpHKa3biBalo». PacnopsurenbHast
4acThb JOJDKHA COAEpXKaTh IEPEUYUCICHUE IPEANNCHIBAEMBIX ACHCTBUHM C yKa3aHUEM HCIOJIHUTEIS
Ka)KJI0ro IEWCTBUS U CPOKOB UCIIOJIHEHUS. PacriopsauTenbHas 4acTh MOXKET OBbITh pa3jiesieHa Ha IYHKTBI
U TOJANYHKTBI, KOTOpble HyMepyloT apaOckumu nu¢ppamu. Kaxaplii mMyHKT pacrnopsauTenbHON 4acTH
HAYMHAETCSA C YKa3aHUS KOHKPETHOTO JEWCTBHUSA, BBIPAXEHHOTO IJIarojioM B HEOIpeAeseHHOW (opme.
JleicTBUSL OAHOPOJHOTO XapakTepa MOTyT OBITh IIepeuucieHbl B OJHOM NyHKTe. B kauecTBe
UCIIOJIHUTENIENH YKa3bIBAlOTCA CIY>KObl MM KOHKpPETHBIE JOJKHOCTHBIe muua. llocnenHuil myHKT
pacropsUTeIbHON YaCTH MOXKET COJIepKaTh CBEJCHUS O CIY)XO0€ MM JIOJDKHOCTHOM JIMIIE, Ha KOTOpOe
BO3JIO’KE€H KOHTPOJIb NCIIOJHEHUS MPUKa3a.

Ecin mpuka3 HM3MEHSET, OTMEHSET WM [JOIOJHSET PAaHee W3JaHHBIA JOKYMEHT WIN Kakoe-TO €ro
MOJIO)KEHNE, TO OJUH M3 IYHKTOB PacHoOpsSIUTE]IbHONM YacTH TEKCTa JOJDKEH COJIEp)KaTh CCBhUIKY Ha
OTMEHSIEMbI JOKYMEHT (IIyHKT JJOKYMEHTa) C YKa3aHUEM €ro JaThbl, HOMepa U 3arojoBka. TeKcT MyHKTa
HE00XO0MMO HauMHAThH cioBamu "[Ipu3HaTh yTpaTUBIIMM CHITY...".

B npuka3 He cnenyet BkitouaTs NyHKT "[Ipuka3 nosectu 1o ceeaenus...". JlomxHoctHele muna MbJIOY
«lerckmit cag Ne333», 1o cBEIEHHUS] KOTOPBIX JOBOAAT MPHUKA3, NEPECUUCISIOTCS B yKa3aTele PacChUIKH,
KOTOPBIM UCIIOJHUTENb TOTOBUT BMECTE C IPOEKTOM IpHKa3a. B mpukase nox NoAnuchio JOIKHOCTHOTO
muna ykaspiBaeTcss rpud «C mpHuka3oM O03HAKOMIICH(BI)»: € TOCIEIYIONIeH MOJMUCHI0 BCEX JIHII,
yYKa3aHHBIX B ITPUKA3e.

3.1.10. Tlommucek BkIIOYaeT B ce0s HAUMEHOBAHHWE JOJDKHOCTH, WHUIHMAIBI W (HaMHIMIO JIUIIA,
o0J1ajaroIero NpaBoM M3JJaHKs IPUKA30B, a TAKXKE CUTHATYPY (JIMUHYIO MOAINKUCH) MOCIIEIHETO.

[Ipuka3bl NOAMUCHIBAET 3aBEAYIOIINMI, a B €€ OTCYTCTBHUE - CIOJHSAIOMUN 005S3aHHOCTH 3aBEAYIOLIETO.
3.1.11. Busbl BkIIOYAOT B ce0s MOJIHOE HAUMEHOBAHUE JOJDKHOCTEH BU3UPYIOIIUX, JIMYHbIE MMOAIUCH,
pacindpoBKy MOANKCEN U AaTy.

3.1.12.0¢opmiieHre MOANUCH, BU3bI U OTMETKH O TPHIOKEHHUH MPOU3BOAUTCS B COOTBETCTBUU C
nyHkTamMu MHCTpyKIHH.



3.1.13. BbInucka-konus ONPENEICHHOW 4YacTH MOIJMHHOTO JOKyYMEHTa. B BbIIMCKE W3 NpUKa3a
COJIEPKaTCsl BCE PEKBU3UTHI IPHUKA3a JI0 PaCMOPSIUTENIbHON yacTi. V3 pacnopsauTensHOM 9acTu OepyT
TOJIBKO Ty HMH(pOpManuio, KoTopas HeoOXoauMa B Ka)JIOM KOHKPETHOM cilydae. BbwImucky 3aBepsioT
MIPOCTABICHUEM OTMETKH «KOIUS BEPHA» U MOAMKCHIO 3aBEPSIFOIIETO.

3.2. Illonoxncenue. Ilpasuna. Hucmpykuyus.

3.2.1. [Ilonosicenue - NOKyMEHT, YCTaHABIMBAIOIIUN CHCTEMHO CBSI3aHHBIC MEXAY COOOW IpaBmia IO
BOIIPOCAaM, OTHECEHHBIM K KOMIIETCHIIMH HECKOJIbKHUX JIOJDKHOCTHBIX JIMIl win ciiy’)k0 MBJIOY «JleTckuii
cazx Ne333».

3.2.2. Ilpasuna - NOKyMEHT, 3aKpEIUIAIONIMN HOPMBI U TpeOOBaHMS, 00s3aTeIbHBIC JJIsS BBITOTHEHUS
JNOJDKHOCTHBIMU JintilaMu u ciyxx6amu MBJIOY  «/letckuii cag Ne333» B mporecce MOBCETHEBHOM
NeSITENIbHOCTH.

3.2.3. Hucmpykyus - JOKYMEHT, NPEANKUCHIBAIONINN TOPSAOK OCYIIECTBICHUS Kakoi- JIMOO
NEeSTeIbHOCTH WM TOPSIOK MPUMEHEHHS] OTAEIbHBIX TMOJOKEHUH HOPMATUBHO-NIPABOBBIX AaKTOB B
yenoBusix pynknuonupoBanus MBJIOVY «Jlerckwuii cam Ne333».

3.2.4. TlonoxeHusi, mNpaBuja ¥ MHCTPYKIMH TMPUMEHSIOTCI B KAueCTBE CaMOCTOSTEIbHBIX
OpraHU3aIMOHHO-PACTIOPSANTEILHBIX IOKYMEHTOB. BBe/icHNE B JCHCTBHE YKAa3aHHBIX OPraHU3AIlMOHHO-
pacrnopsIUTENIbHBIX TOKYMEHTOB OCYIIECTBIISIETCS C yTBepKIAeHUeM ux 3aBeayrouein MBJIOY «Jlerckuit
can Ne333».

3.2.5. Tlopsnok mMOATOTOBKU MPOEKTA MOJIOKEHUS, MTPABIII U MHCTPYKIIMIM aHAIOTUYEH OOIIeMY MOPSIKY
MMOJITOTOBKH MTPOEKTOB HOPMATHBHBIX aKTOB.

3.2.6. Pemienue o mopsiike MpUHSATHUS MOJIOKESHUN, IPABUII, UHCTPYKIMNA HaxoauTcs B Beaenuu MbBJIOY
«Jlerckmii cag Ne333.

3.2.7. VYtBepxkaenue odopmisiercss B popme rpuda yTBepKICHUS WU MyTeM H3JaHUs MpHuKa3za 00 ux
YTBEPIKIACHUH.

3.2.8. [aroii monosxeHus (MpaBuil, UHCTPYKIUI) SBISETCS J1aTa €ro YTBEPXKICHHS, €CIH B COJIEPKaHUU
JOKYMEHTA 3TO HE OTOBApPHBAETCS B OT/IEIBHOM ITyHKTE.

3.2.9.1lonoxenue (mpaBuia, UHCTPYKLMS) TedaTtaeTcs Ha OJaHKe yCTaHOBJICHHOW (opMbl mIpUpTOM
Times New Roman 14-m,12-m keriem.

3.2.10. ITonmokeHue UMEET CIENYIOIINE PEKBU3UTHI:

- HaumeHoBaHue MBJIOY «Jlerckuii cag Ne333»,

- HAaMMEHOBaHHE BHJIa JOKYMEHTA,

- IaTy YTBEPXK/ICHUS U COTJIACOBAHUS JJOKYMEHTA;

- 3aT0JIOBOK K JJOKYMEHTY;

- TeKCT JOKYMEHTA;

- OTMETKY O MPUIIOKEHHH.

3.2.11. lpaBwita, MHCTPYKIUS UMEET CICAYIONINE PEKBH3UTHI:

- HAaMMEHOBaHHE BHJIa JOKYMEHTA,

- IaTy JOKYMEHTa YTBEPKJICHUS U COTJIACOBAHMS IOKYMCHTA;

- HOMEp JOKYMEHTa;

- 3ar0JIOBOK K JJOKYMEHTY;

- TeKCT JOKYMEHTAa;

- MOJIMTUCH O3HAKOMJICHHS C JIOKYMEHTOM;

- OTMETKY O MPUIOKEHUH.

3.2.12. HaumenoBanue MBJIOY «Jlerckmii cag Ne333» yka3biBaeTcs B TOJHOW (opMe Mo YcTaBy
(MyHuunanpHOe OFODKETHOE JIONIKOJIEHOE 00pa3oBaTelbHOE YUpESKIACHHUE «BUIMHTBAIBHBIN JIETCKUI
cag Ne 333 komOunmMpoBaHHOrO BHIa» CoBerckoro paiiona r.Kasanu meuaraercs LEHTpHPOBaHO). B
Tekcte npomyckaercs cokpaimeHHoe «MBJIOY  «Jlerckmit cam Ne333»» (0e3 KaBBIUEK) B IENSAX
paIMOHaIBLHOTO UCIIOJIb30BaHUsl OYMaXHOIO pecypca.

3.2.13. HaumenoBanue Buja qokymeHTa - "l[lonoxenue” - nononusercs npemiorom «O», «O6».

3.2.14. Jlata nokymeHTa OQOPMIISIETCS CIIOBECHO-IM(MPOBBIM (Yucio mudpamu, MecsI] MPONHchio (B
pOIMTENBHOM Tanexe), roa uuppamu ¢ gonoigHeHueM 'r.", Hampumep, 25aBrycra 2013 r.) wim
g poBeM (25.08.2013) criocobom.

3.2.15. 3aroyioBOK K TEKCTY MOJIOKEHHs (GOPMYyITUPYETCS B MPEIOKHOM Majexe (0TBEUaeT Ha BOIPOC
"o yem?"); 3aroJIOBOK K TEKCTY MPaBWI (HOPMYIUPYETCS B POJAUTEIHHOM Majieke (OTBEYAET Ha BOIPOC
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"gero?"); 3aroJOBOK K TEKCTY MHCTPYKIHMH (HOPMYIUPYETCS B POAUTEIHHOM Tajeke (OTBedaeT Ha
Bonpoc "koro?").
3.2.16. TekcT JOKyMEHTa M3JIaraeTcsl OT TPETHETO JINIA SAMHCTBEHHOTO UM MHOKECTBEHHOTO YHcia. B
TEKCTE UCIIONB3YIOT ciioBa "noiwkeH", "cneayet"”, "HeoOxoaumo", "3anpertaercs”, "He nomyckaercs'.
3.2.17. TekcTt AOKyMEHTa OOBIYHO OTKpBIBaeTCS HEOOJBIION mpeamOynol wuiau pazaenom "OOmume
MOJIOKEHHA'"", B KOTOPBIX YyKa3aHbl OCHOBAHMA JUIA pa3pabOTKU JOKYMEHTa, €ro Ieib, O0JIacTb
PUMEHEHHS, OTBETCTBEHHOCTH 32 HAPYIICHHE YCTAHOBICHHBIX MTPABUII M TEXHOJIOTUH U T. 1.
3.2.18. TekcT AOKyMEHTa IMOJIOKEHUS (IPaBUII, HHCTPYKIMH) MOXKET OBITh pa3/iesieH Ha TJIaBbl, yHKTHI
U TOJIYHKTHL [71aBBl JOIDKHBI UMETh Ha3BaHUA. X HyMepylOT pUMCKUMH WM apaOCKUMH Iu(ppamHu.
Hym™mepanuio nyHKTOB U OJIYHKTOB JOKYMEHTA MIPOU3BOAAT apabCKUMu mudpamu.
3.2.19. Ecnm MOKYMEHT HM3MEHSET, OTMEHSET WM JIONOJHSET paHee W3JAaHHBIA JOKYMEHT WM €ro
OT/ENbHBIC TOJIOKEHHs, TO 00 3TOM JeNaeTcsi COOTBETCTBYIOIIEE MPHMEYAHHWE B 3aAKIIOUYUTEIBHOM
IYHKTE.

3.3. IlIpomokon
3.3.1. IIpoTokonm - [OKYMEHT, (UKCHPYIOIIMH COAEP)KAHUE COBEUIATENIBHBIX MEPONPUATHH |
NPUIAOIMINN IOPUIMYECKYIO CHITY IPHHATHIM HA HUX PEIICHUSM.
3.3.2. IlpoTokous cocTaBisieTcsi HA OCHOBAaHWHM PabouMX 3aIucell, MPON3BEACHHBIX BO BPEMsI COBELIaHUH,
a TaKKe Pa3IMYHBIX MUCHBMEHHBIX MATEPHANIOB (TE3UCHI JOKIAJ0B M BBICTYIJICHUH, CIIPABKH, MPOEKTHI
penieHuit u ap.).
3.3.3. Beaenue 3ammcu BO BpeMsl 3acelaHus, cOOp MaTepwalioB M IOATOTOBKA TEKCTa BO3JIaracTcs Ha
CeKpeTaps KOJUIETHAIBHOTO OpraHa MM COTPYIHUKOB, TOTOBHBIIMX BOIPOCHI K 00CYKICHUIO.
3.3.3. Tekcr mpoTOKOjJa JOHKEH OBbITh IMOATOTOBJIEH HE IO3/IHEE YeM uepe3 TpU JHS C MOMEHTa
MPOBECHNUS COBEIIAHNS.
3.3.4. llogmMHHUKK JOKYMEHTOB IO BOIPOCAaM, PAaCCMOTPEHHBIM Ha 3acelaHUM, HANPaBISAIOTCS IS
MOJIIIMBKY B J€JI0 BMECTE C BBINMUCKOW U3 MPOTOKOJIA O MPUHATHIX PEIICHHSX.
3.3.5. IIpoTokois UMeeT CIeayroIne PeKBU3HUTHI:
- HAaNMEHOBaHKE BH/A JJOKYMEHTA;
- JaTy IOKyMEHTa;
- HOMEp JIOKYMEHTa;
- 3aroJI0BOK K JIOKYMEHTY;
- TEKCT JIOKyMEHTa;
- TIOJIITUCB;
- BU3BI;
- OTMETKY O TPUIIOKEHUH.
3.3.6. OdopmiieHne peKBU3UTOB MTPOTOKOIA IPOU3BOIUTCS C COOIIOJCHUEM HUKECIEAYIOIINX MPaBHIL:
3.3.7. HammenoBanue moxymeHta - "IIpoTokon" - medataercs OT TpaHMIBI BEPXHETO IOJIs OJaHKa
nevyaTHbIMU OyKBaMHM, OJTYKUPHBIM MIPUPTOM.
3.3.8. 3arojoBOK K TEKCTY MPOTOKOJA COACPKUT Ha3BaHHE MPOTOKOJIEHOTO MEPOTPUSTHS (COBEUIaHME,
3acelaHue, coOpaHue) U HaMMEHOBAHME KOJUIETHalIbHOTO OpraHa, paboTa KOTOPOro MPOTOKOJIUPYETCS.
3aroJ0BOK B POTOKOJIE OTAEISAETCS OT MPEIBIAYIIET0 PEKBU3NTA IBYMS MEKCTPOYHBIMHA HHTEPBATaAMHU U
pacrioyiaraercsi IeHTPOBaHO OTHOCUTENIBLHO PEKBU3UTOB OJIaHKa.
3.3.9. Mlata nmporokomna opopmisieTcsi B cooTBeTcTBUM C 1. 3.1.11.
3.3.10. TekcT nmpoToKoja revataercs 4epe3 OJHMH MEXCTPOUHBIH HHTEpPBAJL.
3.3.11. Kaxaplid pa3ien mpoToKojIa HyMepyeTcst apaObCcKkoi udpoi.
3.3.12. TekcT npoTOKOJa, KaK MPABUIIO, COCTOUT U3 JIBYX YacTei - BBOAHON U OCHOBHOM.
3.3.13. BBoaHas 4acTh TEKCTa COACPKUT CBEICHHS O MpeacenaTesie, CeKperape, MPUCYTCTBYIOMINX,
OTCYTCTBYIOLIHUX, IPUTJIAIICHHBIX U O TIOBECTKE JTHSI.
J{nst muu, JOTOJIHUTENBHO MPUTIIAIIEHHBIX HAa coBeNlanne u3 uucia cotpyauukoB MBJIOY «JleTckuit can
Ne333y», momumo paMuIMy ¥ MHUIIUANIOB, YKa3bIBAIOT 3aHUMAEMYIO TOJDKHOCTD, a JUIsl CIIEUAINCTOB U3
IPYTUX OPTaHU3AIUH - JTOJDKHOCTh W Ha3BaHHE OpTaHU3aIIH.
CrnoBa «IloBecTka IHS» pacloyiarailoTcs LEHTPUPOBAHO, MOCJIE HUX CTaBUTCA JBoeToune. Bompockbl
MOBECTKU JHS HyMmepyroTcs. Kaxaplii HOBBIA BOIpOC MeyaTtaercs OT 1-ro mojiokeHus TadyisTopa.
[TocnenoBaTenbHOCTD PACHONOKEHHUS BOIPOCOB ONPEAEIAETCS CTENEHbI0 UX BaKHOCTH. PopMynupoBKa
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HAaUMEHOBAHME JOJKHOCTH, MHUIMAIBI U (aMHIMIO JOKJIAaT4MKa MUIIYT B POAUTENbHOM manexe. He
BKJIIOYATh B TIOBECTKY AHs MyHKT "Pa3Hoe". Kax b1 BOpoc H0KeH ObITh KOHKPETU3HPOBAH.

3.3.14. OcHOBHasi 4acTh TEKCTAa COCTOMT M3 PAa3/CIIOB, COOTBETCTBYIOIIMX IYHKTaM IOBECTKH [HS
MPOTOKOJIBHOTO MEPONPUATHS. TeKCT KaXKI0To pa3zena U3J1araloT B IOCIeJ0BATEIbHOCTH:

"Cnymanu - Beicrynunm - [ToctanoBunu (Pemmnnm)". DTu ciioBa neyaTaroT MPONMUCHBIMHA OYKBaMH.
3.3.15. Ilepen cnoBom "Ciymanu" CTaBUTCS HOMEp BONPOCA TMOBECTKH THS, MOCIE HEro - JABOCTOYHE.
damunus AOKJIAAUMKa Ie4aTaeTcs B HMEHUTENBHOM TaJeXe OT 1-ro MOJIOKEHMs Ie4YaTarollero
ycrpoiicTBa. [locne hamunmm cTaBsITCS MHUAIUAIIBL, 3aTE€M JBOCTOYUE, KABBIYKU U MUIIETCS COJCPKAHUE
nokiana B oopMe mpsiMoit peun, kKaBbluku. OCHOBHOE COJEp>KaHUE JOKIIAJA0B U BBICTYIUICHUN U3J1araeTcs
B TEKCTE€ MPOTOKOJIAa TE3HCHO. [loMHBIE TEKCTHI BBICTYIUICHWH (JIOKJIAJ0B), 3aBEPEHHBIC IOAMUCHIO
COOTBETCTBYIOIIUX JIMI[, IpUJIAraloTcs K MHpOTOKOody. B mocienHem ciydae B MPOTOKOJIE JieiaeTcs
cHocka: "TekcT BrIcTyIUIeHus mpuiiaraercs” (B MpoOTOKOJIe O3 KaBhIUEK).

OO6cyxeHnto JoKJajga MOTYT MpPealIecTBOBATh BOMPOCH K JOKJIAJAYUKY, KOTOPhIE BMECTE C OTBETaMU
BKJII04aoT B pazzen "Croymanu". [lepen 3anucpio KaKI0ro BONPOCa YKa3bIBAIOTCS MHULHAAIbI, (aMIIIns
U JIOJDKHOCTB €r0 aBTOpa M cTaBuTCs JBoeToune. CopepxaHue BOMpOca 3aucChiBaeTcs B popMe MpsMoit
peun. Ilepen dbopmymnupoBkoit oTBeTa mumiercs cioBo "Oter" (B MpOTOKOJiEe 0€3 KaBBIUEK), CTABUTCS
JIBOETOYME U 3alMChIBACTCS OTBET B JOpPME MPSAMOIl pedr B KaBbIUKAX.

Xon obcyxaeHus: nokiana oTpaxkaerca B pasuene "Boictynuin". Ilocne cioBa "BeICTynuiu" cTaBUTCS
nBoeroure. PaMUIMIO BBICTYNAIOLIETO MUIIYT B HMMEHHUTEIBHOM TMaJieke OT 1-TO MOJIOKEHHUS
MIEYATAIOIIEr0 yCTPOMCTBA, 3aTEM YKa3bIBAIOTCS HHUIIUAIIBI U JOJDKHOCTD BBICTYIAIOIIETO, CTABUTCS THPE
U CO CTPOYHOM OYKBBI IleUaTaeTcs CoAepKaHue BHICTYIICHUS B (hopMe KOCBEHHON peywu.

[IpunsTele pemenus conepxkarcs B pasaene "l[locranoswin (Pemmnu)". Ecnu pemenuii HeCKOIbKO, OHU
HyMepyroTcsi apabckumu 1mdpamu ¢ Toukoi. Kaxkmoe perieHne CcompoBOXKIAaeTcs YKa3aHHEM
JOJDKHOCTH, (paMUIIMK ¥ MHUIIMAJIOB OTBETCTBEHHOTO 32 €TI0 BBIITOJHEHHE U CPOKA UCTIOTHEHUSI.

3.3.16. IloctanoBneHue (pelieHne) MPOTOKOIBHOIO MEPOIPHUATHS H3JIaraercs B TEKCTE IMPOTOKOJIA
nosHoCcThI0. Cozepkanre 0co00ro MHEHHS, BEICKA3aHHOTO MPH BBIPAOOTKE 10 CTAHOBIICHHS (pEIICHUs),
¢bukcupyercss B TEKCTE IOCIE€ COOTBETCTBYIOLIETO IOCTAHOBICHHS (pelieHus). 31ech Ke MPHUBOIAT
pe3yIbTaThI TOJIOCOBAHUS TIPH HEOOXOJMMOCTH.

B mocranoBisomend 4acTH TEKCTa MPOTOKOJIA MOXKET COJEPXKAThCS MYHKT O MPHUHITHH KaKOro-Inbo
IOKyMeHTa. B 9TOM ciyuae MPHUHSTHIA JOKYMEHT HpUJIaraercs K MPOTOKONY, B KOTOPOM IPHUBOJUTCS
CCBUIKA Ha €ro HOMEp U JaTy.

3.3.17.CymiecTByIOT MOJHasl, COKpalleHHas W KpaTkas (popmbl mpoTokosioB. CokpallleHHass UM KpaTkas
(opMBI IPOTOKOJIOB MIPUMEHSIETCS, KOTa He TpeOyeTcst MoApOOHOM 3arucH Xoa 00CyKAeHUs BOIIPOCOB.
3.3.18. B cokpamieHHbIX IPOTOKOJIAX MOCTE CITUMCKA MPUCYTCTBYIOMIMX FITH TMPHUTIIAMICHHBIX YKa3bIBACTCS
Ha3BaHue jAokiana. [locnmenHss cTpoka Ha3BaHMA JAOKiIaga noxdepkuBaercs. Ilog yepTolt B ckoOkax
neJaTaroTcs (amMHIUM BBICTYMAIONIMX B TOPSAKE HMX BBICTYIUICHHs. Ha3BaHme Kaxmoro Iokjana
3aKaHYMBAETCS IPOTOKOJIbHBIM PEIIEHUEM UM TOCTAaHOBJICHUEM.

3.3.19. B mporoxkomne KpaTkoil (OpMBI YKa3bIBAIOTCS TOJIBKO PACCMOTPEHHBIC BOMPOCHI W TNPHHSTHIC
pereHus.

3.3.20. IIpoTokon TMOAMHUCHIBAETCS TpEACenareileM U cekperapeM. JlaToli mpoToKoja SIBJISETCS aara
MPOTOKOJIIEHOTO MEPOTPUATHSL.

3.3.21. TlporokosamM TPUCBAMBAIOTCS TMOPSIKOBBIE HOMEpA B Ipeeniax y4eOHOro roja OTAETBHO MO0
KaX/10il TpyIne MpOTOKOJIOB: MPOTOKOJBI OOIUX cOOpaHHii pabOTHUKOB, 3acelaHHUi Ielarornyeckoro
COBETa, POAUTEIHCKUX COOpaHHIA U JIp.

3.3.22. Homepa pelmieHui, NPUHATBIX Ha 3acelaHUSX, COCTOAT M3 HOMepa IPOTOKOJa, HOMepa
paccMaTprUBaEeMOro BOIIPOCA B MIOBECTKE JTHS M MOPSAKOBOTO HOMEpa PEIIeHUs B MpeJiesiax BOIpoca.

K HOMepaM IpOTOKOJIOB M pelIeHuil MOKHO NMPHOABISATH JIUTEP COTIACHO MOMCKOBOM cucTeMe, MPUHSATOM
B MBJIOV «/lerckuii cam Ne333».

Konuu mpoTOKONOB Tpu HEOOXOJUMOCTH pacChUIAlOT —3aMHTEPECOBAHHBIM  OpraHM3alusM U
JOJDKHOCTHBIM JIMIIAaM B COOTBETCTBUH C yKa3aTeJleM PAacChUTKU. YKa3aTeldb COCTABISIET U IMOANUCHIBACT
OTBETCTBEHHBIH HCIIOJIHUTENb CIYXObl, TOTOBUBIIMKA paccMOTpeHHe Bompoca. Komuu mpoTOKOJIOB
3aBepsaroT neuatbto MBJIOY «Jlerckuit cag Ne333».

3.3.23. PemieHust NPOTOKOJBHBIX MEPONPUATUI JOBOJAT JO HCIOJHUTENEH B BUAE BBIIUCOK W3
MPOTOKOJIOB. BRITIMICKA U3 MTPOTOKOJIA COJEPIKHUT CICAYIONINE PEKBU3UTHI:



- HaumenoBanue MBJIOVY «Jlerckmit cam Ne333»;
- HAMMECHOBaHKE BUa JoKyMeHTa ("Bhinucka u3 nporokoina');
- JaTy IOKyMEHTa;
- HOMEp JOKYMEHTAa;
- 3aroJI0BOK K JJOKYMEHTY;
-BBOJHYIO 4acThb Tekcta mporokosa: "[lpeacenartens”, "Cekperaps", "lIpucyrcrBoBamu",
"[Ipurmamenneie”, "TloBecTka qus",
- OCHOBHYIO 4acTh TekcTa npotokoia: "Cuymanu", "I[loctanosunu", "T"onocoBanu’;
- noAnuch (0e3 JIMYHBIX MOANUCEH, TaK KaKk BBIIUCKH, KaK MPaBWIJIO, 3aBEPSAIOTCS TOJBKO IMOJIHCHIO
cekperaps);
- OTMETKY O 3aBEpEHHH KOIIHH.
Brinucka u3 nporokosa 3asepsiercd nedarbto MBJIOY «/lerckuii cag Ne333».

3.4. Cayscebnvie nucoma
3.4.1. CnyxeOHble MUChbMAa MOTYT OBITh MHHIMATHBHBIMH M OTBETHBIMHU. Bce ciyxeOHble nuchMa,
BbicbutaeMble 3a mipeaensl MBJIIOY «/lerckuit cam Ne333», cumrarorcs ucxomsmmmu. CiyxeOHBIC
nuceMa, nocrynaromme B MBJIOY «Jlerckuii cag Ne333»- Bxoasmme. CiryxeOHbIe TUChMa (CITy)KeOHBIC
3aMUCKU), MUPKYJIUPYIOIIHE MEXKIY JAOJKHOCTHBIMH JjuiamMu u ciayx6amu MBJIOY «Jletckuii cax
Ne333» cunrarorcs BHyTPEHHUMU.
3.4.2. Cpok UCHOJHEHUS OTBETHOT'O MUChMa YCTaHABIMBAETCS:
- co00pa3HO C yKa3aHUEM, COJIEpXaIlUMCi B JOKYMEHTE (MHCbME U T. I.), HA KOTOPBIA JAIOT OTBET
HACTOSIIUM THCbMOM,;
- pe30IIoIEeN PYKOBOAUTENS Ha IOKYMEHTE.
B ocranbHbIX ciaydasx CpoK OTBETa Ha CIyKE€OHOE MUCbMO YCTaHABIMBAETCS 3aBEAYIOLIUI (HO IpU 3TOM
OH HEe MOeT mpeBbimath 30 gHel ¢ MoMeHTa noiydeHus jokymeHTa MBJIOY «/lerckuii cag Ne333».
3.4.3. Cpoku MOArOTOBKM HHUIIMATUBHBIX [TUCEM ONPEAEISIOTCS 3aBEIYIOLIIM.
3.4.4. CnyxeOHble MHUChMa MeYaTaloTcs Ha THTYAbHBIX Omankax MBJIOY «/lerckmii cam Ne333» mms
IIHICEM YCTAHOBJICHHOTO 00pa3lia Ui MUIIYTCs BPYUHYIO (BHYTPEHHHE).
3.4.5. Tekcr cnyxeOHOTO MHCbMa, KaK MPAaBHJIO, TOJHKEH KAcaThCs OJHOTO BONPOCA HIIM HECKOJIBKUX
BOIIPOCOB, €CJIM OHU B3aUMOCBSI3aHBI.
TekcT cimykeOHOro nmuchbMa u3jaraeTcs:
- or l-ro 5mMma MHOXXECTBEHHOro uwucina, Hampumep: "IIpocum HampasuTs...'
paccMoOTpeHue...";
- OT 3-ro JIMna eIMHCTBEHHOro uucina, gomyctum: "PykoBoactBo MBIIOY «/lerckuit cam Ne333»
cuntaer...", "Coset negaroroB MBJIOY «Jlerckuii cag Ne333» paccmorpern..." u T. 1.
- oT 1-ro inna enuHcTBEHHOTO UKcna: "[Ipomry...", "Hanpasiso..." u T. m.
3.4.6. Tekctr cimyxeOHOTO THChbMa OOBIYHO COCTOMT W3 JIBYX dYacTei. B mepBoi 9acTh u3mararorcs
MOTHUBBI NMHCBMEHHOTr0 oOpalieHus (B HEOOXOAMMBIX CIIydasiX - CO CCBUIKOW Ha COOTBETCTBYIOILUE
HOPMAaTUBHO-TIPAaBOBbIE W OpPraHM3al[MOHHO-PACHOPSAUTENbHbIE JOKYMEHTHI). Bo BTopoil wacTw,
HauuHaromencs ¢ ab3ama, u3jaraercs CyTh oOpalleHus - Mmpocb0a, COOOLIEHHE KaKoH-TnOo
nH(pOpMaLIUU, COMPOBOIUTENBHBIN TEKCT U T. II. B HEOOXOAUMBIX ciydyasix Ciy)keOHOE MHUCbMO MOXKHO
3aBEPIIUTH KPATKUMU BBIBOJIAMH.
3.4.7. TekcTbl OTBETHBIX IMHUCEM JOJDKHBI TOYHO COOTBETCTBOBATH 3alaHUSIM, 3aQUKCHPOBAHHBIM B
PE30IIIOIINH PYKOBOIUTEIS.
3.4.8. JlaToii cimyxeOHOTO THCHMa BO BCEX CIIydasX SIBISIETCS nara ero moamucaHus. llpw Hammunm
INPUIIOKEHUN K CITY)KEOHOMY MUCHMY 00 3TOM JI€JaeTCsl COOTBETCTBYIOLIAs CChUIKA B 3aKIIOYUTEIHHOM
ab3arie Tekcra.

, "HampasmsieM Ha

3.5. Teneponozpamma
3.5.1. TenmedonorpamMMa BKJIIOYAET CIICAyIOIIHE PEKBH3UTH: HamMmeHoBanne MBJIOY «/leTckuii can
Ne333», aapec, nary, UHAEKC, TEKCT, MOANUCH, OTMETKHA O BPEMEHM NEpPEAAUu U yKa3aHUE JOJLKHOCTEN
u haMunii (UM TONBKO (haMuiMil) JML, NPUHIBIIMX U NepenaBlux TtenedoHorpammy. B ciydae
OTCYTCTBHSI OJaHKOB JIsl TeNe()OHOTpaMM MTPUMEHSIOTCS JIMCTH Oymaru ¢popmara A4. TenedoHorpamMMel
COCTAaBJISIIOTCS B OJHOM  JK3EMIUISIpEe, TOJNUCHIBAIOTCS PYKOBOAMUTEIEM WM  HEMOCPEICTBEHHBIM
HCIIOJIHUTEIIEM.



Tekcer He moiwkeH BkimrodaTh Oosee S50 cio. TenmedpoHorpamMmma momkHa OBITH JAaTHpPOBaHA M TOJITHACAHA
JIULIOM, OT UMEHU KOTOPOTr'0 OHA MEPEeIAeTCS.
3.5.2. Tenedonorpamma mepemacTcsi HECKOJBKHUM aJpecaTaM II0 MPUIaraéMoMy CITMCKY aJpecaToB
1 HOMEPOB Tene(OoHOB.
3.6. 3asenenue
3.6.1. 3asBnenne — 370 ounMaTHEHOE COOOIIEHUE B MUCbMEHHON (hopme. OHO CONEPIKUT dalle BCEro
MpeIoKEHNe, >Kano0y Wil MNpochOy Kakoro-mubo ueraoBeKa, aJpecOBAaHHBbIC UM OpraHHU3all|H, WIH
JOJKHOCTHOMY JIMILY.
3asBieHre oQpopMIIIeTCs Ha CTaHIAPTHBIX JTUCTax Oymaru opmara A4.
3.6.2. 3asBrneHue BKJIIOYACT: aJpecaT, KOTOPOMY HAINpPaBIIACTCS 3asBIICHUE, JOJDKHOCTH, MOJHOCTHIO-
dbamunnio, UMsi, OTYECTBO aBTOpa 3asBJICHUS, HAUMEHOBAHUE JTOKYMEHTA, TOUHOE HM3JI0KEHHE MPOCHOBI,
MPEAJIOKEHUS, OMUCh MPUIIaraeéMbIX K 3asBJICHUIO JIOKYMEHTOB, JaTa, MOIHUCh.
3.6..3. B3asgBiaeHuu uCHONIB3YyeTCs, Kak NPaBHJIO, OQUIMAIBHO-/IEJIO0Bas JEKCUKa, B HEKOTOPBIX
3asIBJICHUSX JIOMYCKAETCS YIIOTPEOICHHE MyOIUITUCTHYECKOM JICKCUKH.
3.7. 3anucka
3.7.1.3anucka (aHaTUTUYECKAs, TOKJIAIHAsA, CIy>KeOHas, OOBsICHUTENbHAsI) — TOKYMEHT, aIpeCOBaHHBIM
pykoBojauTento gaHHoro wik - Beimectosimiero  MBJIOY  «Jlerckuit  can  Ne333» u comepxanuii
00CTOSTETLHOE U3JI0KEHUE KAaKOT0-IM0O0 BOIIPOCA C BBIBOAAMHE H MPEITIOKESHUSIMU COCTABUTEIIS.
3.7.2. JlokmamHas 3amMCcKa COCTABJSICTCS  Kak IO JUYHOW HWHUIMATHBE aBTopa (paboTHUHKA),
TaK ¥ MO yKa3aHUIO (MMCbMEHHOMY WJIH YCTHOMY) PYKOBOJIUTEIIS.
3.7.3. 3amucka cocTapisieTcsi Ha OyMa>kHOM HOCHUTEIIE WM B SJIEKTPOHHOM BHUJIE.
OdopMieHne 3alMcKu 3aBUCUT OT aapecara. [Ipu cocTaBIeHUM MOKJIATHOW 3alUCKH, aapeCcOBAHHOM
pykoBoautento MB/IOVY «/lerckuii cag Ne333» B pamkax MBJIOY «Jletckuii can Ne333», ona cunraercs
BHYTpeHHEH ¥ ohopMIIsieTCsl Ha CTaHAApPTHBIX JucTax Oymaru (opmara A4. Ecmu 3ammcka angpecyercs
3a ipenensl MBJIOY «Jletckuii can Ne333», To ee opopMIISIFOT Ha OJIaHKE, U OHA HA3bIBAETCS BHEIIIHEH.
BHemnss 3anucka JODKHA COJIEpKaTh clenyromue pekBu3uThl: HauMeHoBanue MBJIOY «Jlerckuii caz
Ne333», BuA JOKyMEHTa, JlaTa JIOKYMEHTa, PETUCTPAllMOHHBIA HOMEp, MECTO COCTaBIICHHS, Ha3BaHHE
JOKYMEHTa (3arojloBOK K TEKCTY), €CiH TeKCT Oomee 4 — 5 cTpok, aapecar (bI), TEKCT, MOAINHUCH
pykoBoautens MBIOY «Jlerckuii cax Ne333».
BuyTpenHsis 3anucka JOJDKHA COIEpkKaTh CIEAYIOIINE PEKBU3WUTHI: BHUJ JOKYMEHTA, JaTa JOKYMEHTa,
Ha3BaHME JJOKYMEHTA (3aroJIOBOK K TEKCTY), €CH TeKCT Oonee 4 — 5 cTpok; aapecar (bl), TEKCT, MOAMHCH
(c ykazaHueM MODKHOCTH, (aMUIIMK, WHHUIMANOB). [loamuchiBaeT BHYTPEHHIOW JTOKJIAJHYIO 3alHUCKY
COCTaBUTENb.
3.7.4. Pa3sHOBUJHOCTBIO JIOKJIQJHOH 3amUCKU  SBJISIOTCSA — mpezactaBieHus. OHH HCIIONB3YIOTCS
MIpU JOKYMEHTHUPOBAHUU KAJPOBOW NIEATEILHOCTU U COCTABISIOTCS PYKOBOJUTENEM MM 3aMECTUTENIEM
pykoBoautensa. lIpencTaBieHus COCTaBISIOT B CAydasX IOOMIPEHHS PaOOTHUKOB, HAJOXKECHHS
B3BICKAHUI, IPOBEICHHS aTTECTAIIHH.
3.8. Akm
3.8.1. AKT — JIOKYMEHT, COCTaBJICHHBIA U MOANUCAHHBIA HECKOJBKUMHU JHUIIAMH U TOJTBEPKIAIOIIHIA
YCTaHOBJICHHBIE ()AKThI U COOBITHSI.
AKTBI COCTaBIISIFOTCSI 110 pe3yjbTaTaM pPEBH3UU (PHUHAHCOBO-XO3SUCTBEHHOW AESITENBHOCTU, MpUeMa —
nepeaaydu Jei, MPOBEPKU HATUYHs, THBEHTAPU3AIUH U JIP.
AKT COCTaBJIsIeTCSI KOMUCCUOHHO (HE MEHEE€ JBYX COCTABUTENEH) WM CHEUAIbHO YIOJIHOMOYEHHBIM
JOJDKHOCTHBIM JIUIIOM.
3.8.2.I'pud yTBepkIeHHUs BKIIOYAET CIOBO «YTBEP)KIAI0», KOTOPOE MeyaTaeTcs MPOMUCHBIMU OyKBaMU,
0e3 KaBbIUE€K, HAWMEHOBaHWE JOJDKHOCTH JIMIA, YTBEPKIAIOMIETO aKT, JUYHYIO TIOJIIHCH,
ee paciu(poBKy U AaTy.
CnoBo «yTBep)K/Iarw», HAMMEHOBAaHWE JOHKHOCTU JIWIA, YTBEPJAMBIIErO0 JTOKYMEHT, pacmudpoBka
MOJITNKCH U J1aTa pa3Aenstorcs 1,5 MeKCTPOUHBIMU MHTEPBAJIaMH.
HaunmenoBanue Buja J0KyMeHTa — akT. HaumMeHOBaHWE BHIAa TOKYMEHTA OTAEISACTCS OT MPEABIAYIIEro
pEeKBM3UTa 3 OJWHAPHBIMU MEXKCTPOYHBIMU WHTEpBAJIAMH, TI€YaTAETCs MPOMUCHBIMU OyKBamH,
BBIICIISIETCS IPU(TOM APYTrOi HACHIIIICHHOCTH U BBIPABHUBAETCS TIO LICHTPY.
Howmep odopmisiercs apabckumu nudpamu u meyaTaercs MOCIE CIOBa aKT, Ha TOM e CTPOKE.



Jlata akTa 1OJ’KHA COOTBETCTBOBATH JIHIO aKTHUPYyeMOro ¢akTa Wik coObITHS U O(OpMIISETCS CIOBECHO-
M (POBBIM CIIOCOOOM Uepe3 2 OAMHAPHBIX MEKCTPOUHBIX HHTEPBAJIA OT 3ar0JIOBKA.
MecTto U3gaHus yKa3bIBa€TCA HA OJTHOW JIMHUM C TaTOM.
3aroj0BOK OTJIEISETCS OT MPEAbIAYIIET0 PEeKBU3UTA 3 OAMHAPHBIMU MEXCTPOUYHBIMU HHTEPBAIAMH,
neyaraercss yepe3 | HMHTEpBall, BBIACNACTCSA MOIYXUPHBIM HIPU(PTOM, U BBIPABHUBAIOTCA IO LEHTPY.
Touka B KOHIIE 3aroJioBKa HE CTaBUTCA. B 3arojoBke K TEKCTY aKTa yKa3bIBAa€TCsl Ha3BaHUE WM KPAaTKOE
coJiep>kaHue aKTHUBUpyeMoro ¢akta Wik coObITHS. 3arojOBOK JOHKEH OTBeuYaTh Ha Bompoc: «O uem?»
COCTaBJE€H aKT, Hanpumep: «O BBIIECICHUM K YHUUYTOXKEHHIO JIOKYMEHTOB U J€J, HE MOAJIEKALUX
JalbHENIIEMY XPAaHEHUIOY.
TekcT oTnensiercs OT AaThl ¥ MECTa W3/IaHUS aKTa 3 MEKCTPOUYHBIMU HHTEpBajaMH M II€YaTaeTCs Yepes
1,5 unrepBana.
TekcT akTa COCTOUT U3 JBYX YACTEN — BBOJHOM U KOHCTAaTUPYIOLLIEH.
BBonHass 4yacTh TeKCTa aKTa HauyuMHAETCs CIOBOM «(OCHOBAaHME:» IIOCIE KOTOPOIO YKa3bIBAaeTCs
HAaUMEHOBAHME JIOKYMEHTa, IIOCIYKUBIIETO OCHOBAaHUEM Ul COCTABJIEHUs aKTa, €ro Jlata, HOMEp
Y 3aroJIOBOK.
C HOBOW CTPOKHM OT JIEBOM TpaHUIbl TEKCTOBOT'O IOJSI JTOKYMEHTa Iedaraercs cioBO «CocCTaBIEH,
CTaBUTCSI JBOETOYHE, U Jaliee MEPEeUUCHSIIOTCS (aMUIMM M MHHUIIMAIbl COCTaBUTENIEH aKTa WM COCTaB
KOMUCCHH.
daMHUINY YIEHOB KOMHUCCUU PACIIONIaratoTcs B anaBUTHOM MOPSAKE.
KoHcratupyromas yacTh TEKCTa axkTa HauuMHaeTcsl c a03aua. B Hel m3nararorcss Len, 3aJadu
U CyIIECTBO pabOThI, MPOAETaHHONW COCTABUTEIISIMU aKTa, €€ Pe3yIbTaThl.
B koHie Tekcra yKas3bIBalOTCS CBEACHMSI O KOJMYECTBE HANEUaTaHHBIX JK3EMIUISIPOB aKTa, MECTe
MX HaXOXICHUS WIM aJipecaTax, KOTOPbIM OHU HaIpaBJIsSIOTCS.
KonnuecTBo  3K3eMIISIPOB  aKTa  ONpeAesieTcss  KOJIMYECTBOM  3aMHTEPECOBAHHBIX  CTOPOH
WM HOPMATUMBHBIMU IPABOBBIMH JOKYMEHTAMH, PEIVIAMEHTHUPYIOIIMMHU COCTABICHUE aKTa;
[Toanuce otnensiercs OT TekcTa 3 OJUHAPHBIMU MEKCTPOUYHBIMU HHTEPBAJIaMHU.
AKT TOANMCHIBAECTCS IpEICEeNaTeeM KOMUCCHUM W BCEMU JIMUAMH, [PUHUMABIIMMU Yy4acTHE
B €r0 COCTaBJICHUH.
4. IlpaBusia ogopMieHHs JOKYMEHTOB
4.1. Obugue mpebdoeanusn K oghopmaenuro 0OKymMeHnos
4.1.1. Odopmnenne nokymeHtoB B MBJIOVY «Jletckuit cag Ne333», BbICHUIAEMBIX 3a €ro Mpeelbl,
cienyeT mNpou3BOAMTH Ha odunmanbHbix Onankax MBJIOY  «Jlerckuii cam Ne333». Buyrpennue
nokymeHnTel MBJIOY «Jletckuii cam Ne333» HamiexuT opopMIIATh Ha YUCTHIX JINCTAX MAITMHOMHUCHOM
Ooymaru popmara A4 u AS.
B oTaenpHBIX ciydasx (Hampumep, A MPHIOKEHUN K JOKYMEHTaM, PE3ONIIONHUA U T. T.) JIOMyCKaeTcs
WCIIO0JIH30BaHUE MAIIMHONMUCHOM Oymaru ¢opmara A3 u A6.
4.1.2. Tlpu mOATOTOBKE JOKYMEHTOB PEKOMEHAYETCS MPHUMEHSTh TEKCTOBBIA pemaktop Word c¢
ucnosbs3oBanueM mpudroB Times New Roman 12-m (juist opopmiieHust Tabau4HbIX MaTtepuanos), 13, 14,
15-m kernem, Times New Roman 12, 13, 14-m kersem uepe3 OJUH - Ba HHTEpBaia.
4.1.3. IIpu noAroToBKe TaOIMUYHBIX JOKYMEHTOB (HampHuMep, A pa3padOTKH OTYETHO-CTATUCTUYECKUX
dbopM M T. M.) JOMyCKaeTcs MPUMEHSATh CTaHJApTHBIE CpelcTBa TaOnuuHOro penaktopa Excel for
Windows. [Ipu moaroToBke npe3eHTAalMOHHBIX (BU3YaJIbHBIX) JOKYMEHTOB (CXEM, AHarpamm, rpadukos
U T. I.) JOIMYCKAaeTCsl MUCIOIB30BaTh CTaHIApTHBIC CPEACTBa peaakTopa mpeseHrtanuit PowerPoint for
Windows.
I'padbr u cTpoku TaOMMIBI JOKHBI UMETHh 3arojOBKH, BBIPRKCHHBIE MMEHEM CYIIECTBUTEIHHBIM B
MMEHUTENbHOM Tazexe. [lon3aronoBku rpag u cTpoK JAOKHBI OBITH COTIacOBaHbI ¢ 3arojioBkaMu. Eciu
Tabnuily meyaTaroT Oojee 4yeM Ha OAHOW cTpaHulle, Tpadsl Tabiuile o0s3aTeTbHO HYMEPYIOT M Ha
CIIEYIOIIMX CTPAHHUIAX CTaBSAT TOJIbKO HOMEpaA 3TUX rpad.
4.2. bnanku MBJIOY «/lemckuii cao Ne333».
4.2.1. Noxkymentsl MBJIOY «/lerckuii cag Ne333» odopmisitorcs Ha opuLUMaIbHBIX OJaHKaX U UMEIOT
YCTaHOBJICHHBIN KOMILIEKC 00s13aTeIbHBIX PEKBU3UTOB U MOPSIIOK UX PACTIONIOKEHUSI.
brnanky JOKyMEHTOB W3rOTABIMBAIOTCS TUMOTPAaCKUM CIOCOOOM WJIM METOJOM ONepaTUBHOM
nonurpaduu Ha CTaHIAPTHBIX JucTax Oymaru ¢opmara A4, AS.



B 3aBucumocTH OT pacrmojioKeHUsl PEeKBU3UTOB YCTAHABIMBAIOT J[Ba BapHaHTa OJAHKOB: YIJIOBOM H
MPOAOJIbHBIMN.
4.2.2. BMBJOY «/lerckuii cag Ne333» UCHoyIb3yrOTCS CIEAYIONINE BUIBI OJIAHKOB:
- 0JIaHK KOHKPETHOTO BHJIa JOKYMEHTa
- obmmit 6itank MBJIOY «Jletckuii cam Ne333»- ¢ ykazanueMm HanMeHoBaHUs (Ha Oymare gpopmara A4 u
AS)
- OnaHK muchMa - ¢ ykazanueM HauMeHoBaHuss MBJIOY «/lerckuit cam Ne333» v cipaBOYHBIX JaHHBIX.
CrpaBouHble JaHHBIC 00 OpraHMU3AIMK BKJIIOYAIOT B CeOsl: MOYTOBEIN ajnpec, HoMep TenedoHa U Apyrue
CBEJICHUS 10 YCMOTpPEHHUIO opraHu3anuu (Homep akcoB, Tenedakca, c4yeToB B OaHKe, ajapec
AJIEKTPOHHOMN MOYTHI U Ap.).
4.3. Aopecayuu Ooxymenma.
4.3.1. JIoKyMEeHTBI, BBICEUIAEMbIC 32 MPEACIIbI JETCKOTO Ca/ia, aApecyIOT MPEANPHUATUSIM, OpraHU3aIUsIM,
MBJIOY «Jletckuii cam Ne333»M, UX CTPYKTYPHBIM TOJIpa3eiCHUSAM, JOKHOCTHBIM WU (U3UYECKUM
JULaM.
4.3.2. Tlpu anmpecauuu AOKyMeHTa Oe3 yKa3aHUs KOHKPETHOTO JOJDKHOCTHOTO JIMIA, HAaWMEHOBAHME
ajJpecara MUILIETCS B UMEHUTEIIBHOM IaJIeXKeE.
4.3.3. Eciiu agpecaTtoM sBIIsIeTCS KOHKPETHOE JIOJDKHOCTHOE JIMIO, TO HAMMEHOBAaHWE OpraHH3allii U
CTPYKTYpPHOTO TOAPA3/ICICHHUSI YKa3blBAlOT B HMEHHUTEIBHOM TIQJIekKe, a JOJDKHOCTh U (haMIIIUIO
JOJHKHOCTHOTO JIMIIA - B AaT€IbHOM, IPUUYEM MHHIIMAIBI YKA3bIBAIOT Niepe] pamMiiielt, HanpumMep:
Otnen Ob6pazoBanus
YO UKMO r.Kazanu no
CoBeTrckomy pailoHy
['maBHOMY Oyxranrepy
®.1.0.
4.3.4. Ilpu axppecani JOKYMEHTa HEMOCPEICTBEHHO PYKOBOAMTENIO OpraHU3allMd HaWMEHOBAaHHE
MOCJICIHEM BXOJUT B COCTAaB HAMMEHOBAHUS JOJDKHOCTU ajpecara, JOJDKHOCTH JIMIA YKa3bIBAIOT B
JaTeNLHOM MaJeKe, HapuMep:
HavaneHuky otnena oOpazoBaHus
YO UKMO r.Kazanu no
CoBetrckomy pailoHy
@.1.0.
4.3.5. Tlpu agpecanuu ¥ TOKyMeHTa (HU3NYECKOMY JIUITY YKA3bIBAIOT HHUITUAIIBI U
dbaMuIHs mosydaTesns, a mocie 3TOTO - €ro MOYTOBBIN aJpec, HaPUMED:
N.I1. BunokypoBoii
yi. bopucorneGckas, 1. 26, kB. 26
r.Kazans, PT,
450052
Br160op gopmara Gi1aHka npu NOArOTOBKE JOKYMEHTA ONPEENsIeTCs B 3aBUCUMOCTH OT 00bemMa
Tekcta. Kaxaplil mucT 1okyMeHTa, opOpMIICHHBIH Kak Ha OJaHKe, Tak U 0€3 HEro JI0JKEH UMETh OIS He
menee, MM: 20 - steBoe; 10 - mpaBoe; 20 - BepxHee; 20 - HUXKHEE.
4.4. Ymeepowcoenue 0okymenma.
4.4.1. JIokyMEHT YTBEp)KIAeTcsl JOJDKHOCTHBIM JMLOM. IIpu HEoOXOaMMOCTH JOIMOJIHUTENbHBIX
MpEeANUCAaHUN U Pa3bSICHEHUN JOKYMEHT MOXKET YTBEP>KIAThCs CIEHAIbHO M3JaBAEMbIM JOKYMEHTOM:
npukaszom 3aseayroniero MbJ/I0OY «J/lerckuii cag Ne333», mocTaHOBIEHUEM, PEIIEHUEM, TPOTOKOJIOM.
4.4.2. Tlpu yTBepkACHUU JOKYMEHTa rpuQ YTBEpKIEHHUS JOKEH COCTOSTh M3 clioBa Y TBepkaato (0e3
KaBbIUCK), HAUMEHOBAHUS JOJDKHOCTH JIMIIA, YTBEP)KIAIOIMIETO JOKYMEHT, €r0 TOJIMKMCH, WHHUIHAJIOB,
(dhaMuIHK U AaTHl YTBEPKICHUS, HAIPUMED:
YT1Bepxnaro
3aBeayromuit
MBJOYVY «/lerckuii cag Ne333»
®.1.0

(JInyHAsI TOATHNCH)
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4.4.3. JlomyckaeTcsi IEHTPUPOBATh KAKIYIO CTPOKYy pekBm3uTa "['pud yTBepkmaeHHS NOKyMEHTa" 1o
OTHOILIEHUIO K CAMOW JIJIMHHOW CTPOKE.
4.44. Tlpu yTBEpKICHHH IOKYMEHTa ITOCTAHOBJICHHEM, DEIICHHEM, IPHKa30M, MPOTOKOJIOM TpHud
YTBEPXKACHHUSI COCTOMT U3 CIIOB YTBepxkueH (YTBEepKICHA, YTBEPXKICHBI WIH Y TBEPXKICHO),
HAaUMEHOBAHMSI YTBEPKAAIOIIETO JOKYMEHTa B TBOPUTEIHHOM Ma/Ie’kKe, ero JaThl, HOMepa.
4.4.5. I'pud yrBepxIeHUs TOKyMEHTA PacIoaraeTcs B IPaBOM BEpXHEM YTy JTOKYMEHTA.
4.4.6. Jlata B rpude yTBEp>KIEHHUS CTaBUTCA OT PYKH, YaCTUYHO WJIM IOJIHOCTbIO HaOupaercs mpu
Ie4aTaHuu JOKyMeHTa. B nocienHem ciyyae oT pyku IPOCTaBISETCS TOJIBKO YUCIIO WM YUCIIO U MECSILI.
4.47. Tpud yTBepXKIAeHUS NPUHITO YKa3blBaTh HAa JOKYMEHTaX, TPEOYIOIIHMX JIOMOJHHUTEILHOTO
YIIOCTOBEPEHHUS] HX TMOJUIMHHOCTH M JOCTOBEPHOCTU. ['pud yTBEpXKACHUS TNPUHATO CTAaBUTh Ha
CIIEYIOIIMX YIPABICHUYECKUX JOKYMEHTAX: aKTaX, MHCTPYKLIMSX, OTYETaX, MEPeyHsX, MOJOKEHHSIX,
porpamMMax, CMeTax, CTaHAapTax, CTPYKTYpax M INTAaTHOM YHCICHHOCTH, TAPU(HBIX CTaBKax, Gopme
YHU(PUIIUPOBAHHBIX JOKYMEHTOB, IITATHOM PACIUCAHHH.
4.5. Cocnacosanue 0oKkymenma.

4.5.1. Ha oranme pa3paOoTKu MpoeKTa JOKYMEHTa B HEKOTOPBIX CIy4asX MOXET BO3HUKHYTb
HEOOXOJUMOCTh €T0 COTJIACOBAaHMS C 3aUHTEPECOBAHHBIMH CTOPOHAMH JIOJDKHOCTHBIMH JIMIIAMHU HITH
opranmzalusMu. B 3Tux ciiydasx corjacoBaHue JOKyMEHTa O(OpMIISieTCs BU30W COOTBETCTBYIOLIETO
JOJKHOCTHOTO JIMIIA UM TPU(POM COrIacOBaHUs.
45.2. T'pud cormacoBanus odopmisieTcs B clydyae HEOOXOJUMOCTH IMPOBEICHUS BHEIIHETO
COTJIaCOBaHUs CO CTOPOHHUMU opraHuzanusmu (npeanpustusimu, MBIOY «Jletckuii cax Ne333»mu).
45.3. TI'pud cormacoBaHusi C KOHKPETHBIM JOJDKHOCTHBIM JIMIIOM, THPEICTABISIOIMIUM HHTEPECHI
CTOpPOHHEW OpraHM3aluu, BKIOUaeT B cebs ciaoBo "CoriacoBaHo", HAMMEHOBaHHWE JOJDKHOCTHU JIMIIA, C
KOTOPBIM COTJIaCOBaH JOKYMEHT (B T. 4. HAUIMEHOBAaHUE OpTraHU3alllu), INYHYIO MOIUCH, PACIIU(PPOBKY
noanucH (MHALMAIBL, (JaMIITUS) U AaTy coryiacoBanus. Hampumep:
CormnacoBaHo
I'maBHBIN crienuanuct oTaena 00pa3oBaHus
YO UKMO r.Kazanu no Coserckomy
palony

©.1.0.

(JInyHast MOANHNCH)
02.09.2020
45.4. Ecaum corjacoBaHHW€ OCYLIECTBIISIIOT IHCbMOM, IPOTOKOJIOM U JIPYTMM JOKYMEHTOM,
MOJTBEPXKAAIOUIMM (akT COIVIACOBaHUs, I'pu¢ BKIIOYAeT B ceds ero HauMEHOBaHHWE, HOMEp U Jary,
Harpumep:
CornacoBaHo
[IpoTokon 3acenanus
Komuccuu no oxpane tpynaa
MBJIOY «Jletckuii cag Ne333»
ot 02.09.2020 Ne 1
45.50. I'pud cormacoBanus pacronaratoT HWxke pekBusuta "lloamuce", B JI€BOM HIDKHEM YTy
JOKYMEHTA.

4.6. Pezonoyus.
4.6.1. Peszomionus - KpaTkoe MUCHbMEHHOE IOpYyYeHHUE, MOATOTOBIEHHOE I10 WTOraM pPacCMOTPEHUs
noctymuBmiero B MBJIOY  «Jlerckuit  cam Ne333» nmokymenta. Pesomorus  odopmisercs
HEMOCPEJCTBEHHO Ha JIOKyMEHTE - Ha CBOOOJHOM MECTE JIMIEBOW CTOPOHBI MEPBOM CTPaHMIIBI MU Ha
OTJIEIbHOM JIUCTKE C YKa3aHHUEM PErMCTPAllMOHHOTO HOMEpa U JAaThl JOKYMEHTa, K KOTOPOMY PE30JIIOLIUS
OTHOCHTCS.
4.6.2. Pesomrorus BKJIIOYAET B ce0s CBeJEHUS 00 WCIOJHHUTEIC TOpydYeHHUs (HAaMMEHOBAaHUE €ro
JOJDKHOCTH, (aMuiIMs, WHHULKANBI), COJEpKAHWE IOPYYEHHUs, CPOK HCIOJHEHUs, HauMEHOBaHUE
JOJDKHOCTH JTUIIA, OTJABIIETO MIOPYYECHHUE, €ro IMYHYIO MOANKCEH U PacupPOBKY, AaTy.
H.K.MBanoBoit
[Ipoury noAroToBUTH
IIPOEKT JJOTOBOpa €
« Caropucy k 02.09.13
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®.1.0.
(JInYHas MOAMKCH)
20.08.2013
4.6.3. Ecnu pesomouusi MpeanonaraeT IMOpydYyeHHe s AByX M Ooyiee JHI, OTBETCTBEHHBIM
UCIIOJIHUTEJIEM SIBJIAETCS JIULO, YKA3aHHOE B IIOPYYEHUH IIEPBBIM.
4.6.4. Ha nokymeHTax, He TpeOymOIIMX yKa3aHW MO HCIIOJHEHHIO W HMMEIOIIUX THIIOBBIE CPOKH
UCIIOJIHEHUS, B PE30JIIOLMH YKa3bIBAIOTCS UCIIOJIHUTENb, IOAIIUCH aBTOPA PE30JIIOLIUY, JaTa.
4.6.5. lonmyckaetcst opopMIIEHHE PE3OIIOIIH HA OT/ACIHHOM JIUCTE.

4.7. IIpunosicenue Kk 00OKymenmy.

4.7.1. IlpunoxkeHue - 3TO JOKYMEHT, IpWJIAaraéMblii K OCHOBHOMY JOKyMeHTy. Ilpu Hamuuum
IPUIIOKEHUH B JIOKYMEHTE JEeJaeTcsi COOTBETCTBYIOLIAs OTMETKA, BKIIOYAmOIas B ceds CIIOBO
"IIpuiioxkeHue", TBOETOUME U NIEPEUEHD NPUIaraéMblX JOKYMEHTOB € yKa3aHUEM IOPSAKOBOTO
HOMeEpa MPUIIOKEHHUS, €r0 Ha3BaHUs, KOJIMYECTBA JINCTOB B HEM, aJipecare JUlsl KaKA0ro 3K3eMILIApa.
4.7.2. TlpunosxeHust TOJDKHBI UMETh BCE HEOOXOIUMBIE JIUIsl TOKYMEHTA PEKBU3UTHI (Ha3BaHUE, 3ar0JI0BOK,
IIOJIIMCH JIML, OTBETCTBEHHBIX 3a UX COJIEPKaHME, 1aTy, OTMETKY O COIVIACOBAHUU U T. II.).
4.7.3. OTMETKy O HaJIW4YM{ TPUIIOKEHUS, HA3BAHHOTO B TEKCTE, OPOPMIISIIOT CIEAYIOUIUM 00pa3oM:
[Ipunoxenue: Ha 8 J1. B 2 3K3.
4.7.4. Ecnu npuiio’)keHUs HE Ha3BaHbl B TEKCTE, TO MX HAUMEHOBAHUS IEPEUUCISIIOTCS € YKa3aHHEM
KOJINYECTBA JINCTOB B KAXJIOM IIPUIIOKEHUU U YUCIIA UX 3K3EMIUIIPOB, HAIIPUMED:
2. [Ipoekt Ha 8 1. B 3 3K3.
Ecnu npuioxxeHus: cOpoILOpOBaHbl, TO YUCIIO JIUCTOB HE YKa3bIBAIOT.
Eciu K 1OKyMEHTY IpuUJIaraioT Ipyrod JOKYMEHT, TaKKe MUMEIOIIUN MPHIIOKEHHE, OTMETKY O HaJIU4UU
HPUIIOKEHUS O(POPMIISIOT CIIETYIOLMM 00pa3oM:
[Tpunoxenne: muceMo PocapxuBa ot 05.06.03 Ne 02-6/172 u npuinokeHue K HeMy, BCEro Ha 3 II.
Ecnu npunoxeHure HanpapJIsilOT HE BO BCE YKa3aHHbIE B JOKYMEHTE aJpeca, TO OTMETKY O €ro HaJIu4YuH
o(hopMIISIOT cieIyronIM 00pa3oMm:
[Ipunoxenue: Ha 3 1. B 5 3K3.
4.7.5. B npuioXeHuu K pacopsAUTENIbHOMY JTOKYMEHTY (IIPUKa3bl, IPaBUJIa, HHCTPYKLIUH, ITOJ0XKEHHUS,
pelleHus) Ha MEepBOM €ro JIMCTe, B IpaBOM BepxHeMm yriy, numyT "llpunoxenue Ne" ¢ ykazaHuem
HAaUMEHOBAHMSI paCHOPSAUTEIBLHOTO JOKYMEHTA, €r0 JaThl U PErUCTPALIMOHHOIO HOMEpa, HallpuMep:

[punoxenne Ne 1
k npukazy MBJIOY «Jlerckmii cag Ne333»
ot 05.08.2013 Ne 14-O
4.7.6. CTpaHMILIbl TOKYMEHTA U MPUIIOKEHUH HyMEPYIOTCS KaK eIMHbINA TOKyMEHT.
4.8. Iloonucanue 0oKymenma.
4.8.1. JlokyMeHTBI, HampaBliieMble B BBIIIECTOSAIINE OpPraHU3alMM M OpraHbl CyneOHOM BIACTH,
noanuckiBaroTcs 3aBeayromnmit MBJIOY «/lerckuit cag No333».
JIOKyMeHTBI, HanpasiisieMble NMOAYUHEHHBIM, IpyruM MBJIOY «Jlerckuii cax Ne333»Mm u rpaxinaHawm,
MOJNKUCHIBAIOTCS 3aBEYIOIIMM, €€ 3aMECTUTE]IEM WM HCIOJHAIMUM OOS3aHHOCTH 3aBeayIoLeit
MBJIOY «Jlerckuii cag Ne333».
4.8.2. Tlognuck BKJIIOYAET B ce0si: HAMMEHOBAHWE JIOJDKHOCTH JIMIIA, ITOIKCABIIETO JOKYMEHT (TIOJTHOE,
€CITU IOKYyMEHT o(popMJIeH He Ha OJaHKe TOKYMEHTa, U COKpAILEHHOE - Ha JIOKyMEeHTe, O(OPMIICHHOM Ha
OJ1aHKe), TIMYHYIO MOJINKCH U pacIMPpOBKY NOANUCH (MHULMANBI, pamunus). Hanpumep:
3asenyronmit MBJIOVY «/lerckuit cag Ne333»
®.1.0

WM Ha OJaHKe:
3aBenyrommuin d.N.0.
(JTMYHAS TTOATIHCH)
4.8.3. Ilpu moanvcaHuu JOKYMEHTa HECKOJBKUMH JODKHOCTHBIMHU JIMIIAMH WX TOIKCH, PacIojararT
OJIHY TIOJI IPYTOM B TIOCTIEOBATEIHPHOCTH, COOTBETCTBYIOIICH 3aHMMaeMO# JTobKHOCTH. Hampumep:

3aBeqyronui D.1.0.
(JIMYHas MOAMKCH)
3am. 3aB mo AXY @®.1.0.
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(JTMYHAs TTOTUCH)
[Tpu moam#rcaHnuy COBMECTHOTO JOKYMEHTA MEPBBIA TUCT 0(OPMIISIOT HE HA OJIaHKe.
4.8.4. B nokyMeHTaX, COCTABJICHHBIX KOMHCCHUEH, YKa3bIBaIOT HE JOJHKHOCTH JIUII, TOJMUCHIBAIOIINX
JTOKYMEHT, a UX 00513aHHOCTH B COCTaBE KOMUCCUU B COOTBETCTBHH C pacrpeaencHuem. Hampumep:
[Ipenacenarens komuccuu d.N.0.

(JIM4yHAs TOATNCH)
UneHpl KOMUCCHUH: ®.1.0.

(JInyHast TOANHCH)

©.1.0.

(JInyHast TOANHCH)
4.8.5. Ecniu 1OMKHOCTHOE JIMIIO, TOJIUCH KOTOPOTrO 3ar0TOBJICHA HA MPOEKTE JOKYMEHTa, OTCYTCTBYET,
TO JIOKYMEHT IOANMKCHIBAET JIMIO, MCIOJHSIOLIEE €ro O0s3aHHOCTH, WIM 3aMmectuTenb. Ilpu sTom
00s13aTeNIbHO YKa3bIBaeTcsl (akThyeckas JOKHOCTH JIMIA, MOAMMCABIIETO JOKYMEHT, U €ro ¢amMuius
(ucmpaBicHHs MOXHO BHECTH OT PYKH WM MAIIMHONMCHBIM criocobom, Hampumep: "u.o.", "3am.").
JlomyckaeTcsi MOANMCHIBATH JOKYMEHT  IPOCTaBICHHEM KOCOM 4YepThl TIepeJl HauMEHOBaHHEM
JOJKHOCTH.
5. Opranuszaunusi JOKYMEHTO000POTAa U MCIIOJIHEHNSI JOKYMEHTOB
5.1. Opzanuzayus 0oKymenmoobopoma
5.1.1. JIBuxenue noxkymentoB B MB/IOVY «Jlerckuit cam Ne333» ¢ MoMeHTa UX co3aHus (TOTydEeHHs])
710 3aBEPILICHNUS UCTIOTHEHUS (OTIIPABKH) MOCIEIHUX 00pa3yeT JOKYMEHTOOOOPOT.
5.1.2. IlopsiAok MPOXOKIEHUS JOKYMEHTOB pErjJaMeHTHPYETCS HACTOSIIEH WHCTpyKUueH, Tabenem
VHU(PUITUPOBAHHBIX (OPM JOKYMEHTOB, TIOJOXKEHUSAMH U JIOJDKHOCTHBIMH ~HMHCTPYKITUSIMU — UX
PabOTHHKOB.
5.2. Opzanuzayusn 0oocmaexu 00OKymenmoe
5.2.1. JlocraBka nokymeHntoB B MBJIOVY «Jlerckuii cag Ne333» u 3a ero mpezenbl OCYIIECTBISIETCS
CPEICTBAMH IIOYTOBOM, KypbEPCKOU U 3JIEKTPOHHOU CBSI3H.
5.2.2. TlocpencTBoM MOUYTOBOM CBSI3U MPOU3BOIUTCS OTIIPABKa U MOJYYEHUE MPOCTHIX MHUCEM, OTKPBITOK,
OaHIepOJICH, TOCBUTOK U TICYATHBIX, B T. 4. MEPUOJUICCKUX U3TaHHIM.
5.23. C mnoMompl0 KyphepcKoil CBSI3M OTHPABISAIOT M TMOJIYYArOT 3aKa3HYI KOPPECIOHACHIIUIO
(mpuKasbl, pacropsHKeHUs], MUChbMa M MPOYME JOKYMEHTHI BBIIIECTOSIINX OPTaHMU3aIni), COIAEPKaILYIO
BXHYIO U CPOYHYIO HHGOPMAITHIO.
5.2.4. DneKTpOHHYIO CBSI3b WCIOJB3YIOT IS OTHPAaBKH W TIOJTYYEHHUsS Tellerpamm, Telieakcorpamm,
3JEKTPOHHBIX JOKYMEHTOB.
5.2.5. OTBEeTCTBEHHOCTh 3a TOJHY0O W CBOEBPEMEHHYIO OTIpPaBKYy U IMOJIy4YE€HUE CIYXeOHOU
KoppecnoHieHnu Hecet 3aBeayrommit MBJIOY «/lerckuii camg Ne333».
5.3. Ilpuem, obpabomka u pacnpeoenenue 6x00AUUX OOKYMEHM 08
5.3.1. JJoxymentsl, noctynatomiue B MBJIOY «/lerckuii cag Ne333», BCKpBIBAIOT, MOCIE YETo MeperatoT
Ha PacCMOTpPEHHUE 3aBEAYIOLIEMY, a 3aTEM B COOTBETCTBUHU C €€ pEelIeHHEM (Pe30JIoLKel) HaIpaBIsioT
HEIMOCPEICTBEHHBIM UCTIOTHUTESM.
532. C nmocTyluieHHEM  CIy)KeOHOH  KOPPECIOHJCHIIMA  COTPYAHHWK, OTBETCTBEHHBIA 32
JEJIONPOU3BOJICTBO, IMPOBEPSET NPABUIBHOCTh €€ JIOCTaBKM, a TaKXe LEJOCTHOCTh YIAaKOBKH
NOoKyMeHTOB. KOHBEpTHI € TOKyMEHTaMH BCKPBIBAIOT, 32 UCKIFOYEHUEM UMEIOLIUX TOMETKY "MTHYHO".
5.3.3. B 3aBucuMocTH OT agpecaniu JOKYMEHTHl HANpPaBISIOTCA Ha MpPEIBAPUTEILHOE PACCMOTPEHHE
3aBenyromert  MBJIOY «Jlerckuit canm Ne333) wWinM HENOCPEACTBEHHO TEM JOJKHOCTHBIM JIMIIAM,
KOTOPBIM OHU Ipe/IHa3HA4YeHbI (IPU HAIMYUU HA JOKYMEHTE COOTBETCTBYIOLEH OTMETKH).
5.3.4. TlpeaBapurenbHOE pacCMOTpPEHHUE JIOKYMEHTOB Ipou3BoauTcs 3aBeayromieid MBIOY «Jlerckwmii
can Ne333»c 1enbl0 pacnpeeNieHuss UX MEXKIy OTBETCTBEHHBIMU HCHONHUTENsIMU. Perienue 06 sToM
odopmisieTcs B BUJE PE30JIOLUH.
5.3.5. Paccmorpennsie nokymentsl 3aBeayromuii MBJIOY «Jlerckuit cax Ne333» nu4HO BHOCHUT
coJiep>KaHue PE30IIOIUH, IT0CIIE YeTO JOKYMEHT MepelaeTcsl Ha UCIIOJIHEHUE I0JKHOCTHOMY JIUILY.
5.4.0cobennocmu padomot ¢ 31eKMPOHHBIMU OOKYMEHMAMU
5.4.1. B yupexxeHIH CO3at0TCs U UCTIOIb3YIOTCS:
— DOIEKTPOHHBIE JIOKYMEHTBHI, CO3JaBaeMble B JJEKTPOHHOW Qopme 0Oe3 MpeaBapUTEIHHOTO
JOKYMEHTHUPOBAHUS HAa OyMa)KHOM HOCHTEJIE;
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— DJIEKTPOHHBIE OO0pa3bl JIOKYMEHTOB, IIOJIyYEHHBIE B pe3yJbTaTe CKAaHUPOBAaHUS JOKYMEHTOB
U XpaHALIHECs B CHCTEME JIEKTPOHHOTO JOKYMEHTO000pOTa.
5.4.2. TlpueM u OTIpaBKa 3JIEKTPOHHBIX JOKYMEHTOB OCYILECTBISIOTCS OTBETCTBEHHBIM 3a BEICHHE
JIEJIONPOU3BO/ICTBA B YUPEKACHUU.
5.4.3. DAeKTpOHHBIE NOKYMEHTHI CO3JAl0TCs, 00pabaThIBAIOTCS U XPAHATCS B CUCTEME 3JIEKTPOHHOTO
nokymentoobopora MBJIOVY «Jlerckwmii cam No333».
5.4.4. DAEKTPOHHBIA JOKYMEHT JAOJDKEH ObITh O(QOpMIIEH IO OOIIMM MpaBHJIaM JAeNIONpPOU3BOICTBA
U UIMETh PEKBU3UTHI, YCTAHOBJICHHBIC IS QHAJIOTHYHOTO JIOKyMEHTa Ha OyMa)XHOM HOCHUTEIIE,
3a UCKIIIOUYEHUEM OTTHCKA MeuaTu u u3o0paxkenus ['ocynapcteennoro repda Poccuiickoit denepanuu.
5.4.5. Jlnsd nOATBEP)KIEHUS IMOJJIMHHOCTU JJIEKTPOHHBIX JIOKYMEHTOB B YUPEXKACHHUHU HCIIONb3YIOTCA
ANEKTPOHHBIE IIU(PPOBbIE MOAMUCH.
Hcnonb3yemble CpeicTBa 3JICKTPOHHOM IU(PPOBON TMOAMUCH JOHKHBI OBITH  CEPTU(GUIUPOBAHBI
B YCTaHOBJICHHOM MOPSKE.
9.5. Hnghopmayuonnasn dezonacnocme

5.5.1. Huadopmanmonnsie pecypcel MBIAOVY «Jlerckuit caxg Ne333» mo goctyny (BO3MOXKHOCTH
WCIIOJIb30BAHUS) TOAPA3JCISIOTCS Ha OTKPBITYI0  (OOIIeNOCTYIHYI0) HWHGOPMAIUIO, CIYKEOHYIO
uHpopMalrio ¥ HHGHOPMAIIMIO OTPAHUYEHHOTO PACIPOCTPaHEHUs (I0CTyIa).
K kareropum OTKpbITON HMH(pOpMaLKMKU OTHOCUTCS MH(OpMalLMs, cOAeprKallascs B JOKYMEHTax M 0a3zax
nanubix MBJIOVY «Jletckuit cag Ne333», HemocpeACTBEHHO 3aTparmBaroiias npaBa U UHTEPECHI TPaXaH.
K kareropumu ciy>xe0HON MH(POpPMALUU OTHOCUTCS HH(OpPMAIHS, CoepIKaIasics B JOKYMEHTaxX U 0a3ax
nanabix MBJIOY  «Jlerckuii cag Ne333», mpemHasHadyeHHasl IS JOJDKHOCTHBIX JIMIL U paOOTHUKOB
MBJIOY «lerckuit can Ne333», mnpu BHINOJIHEHMH HWMU CBOUX (PYHKIMOHAIbHBIX OO0OS3aHHOCTEH,
HE 3aTparuBarolias HampsAMyl0 TIpaBa ¥ MHTEPEChl TPaKJaH U HE OTHOCSINASACA K KaTEerOpHH
OTPaHUYCHHOTO PACIIPOCTPAHECHHUS (JIOCTYTIA).
K xareropun wuHboOpManuu OrpaHMYEHHOTO paclpocTpaHeHHs (JOCTyIa) OTHOCUTCS HWHGOpMaLus,
coJeprkamiasicsi B JOKYMEHTaXx U 0a3aX JaHHBIX, BKJIIOYAIOIIAs CBEACHUS KOH(PHUAECHUUAIBHOIO
Xapakrepa.
Bes mrdopMmanus, comepkamiascs B JokyMeHTax u 0azax maHHbIX MBIOY «Jletckuit cam Ne333»y,
M0 YMOJYAHUIO SIBJISIETCS OTKPBITOM U 00menocTynHoi. VckiodeHue cocraBiseT HHQopMalus,
OTHECEHHAas K KaTeropHusM Cily>KeOHOW U OrpaHUYEHHOTO PaclpoCTpaHEHUs (JOCTyMa).
5.5.2. Jluunble nena pabGOTHMKOB, JMYHBIE KAPTOUKH PAaOOTHHUKOB, TPYAOBbIE KHIKKH PabOTHHKOB,
IIPUKA3bI 110 JIMYHOMY COCTaBY JIOJIKHBI XpaHUTHCS B ceii(e Ui B METAJUIMUECKOM IIKady.
bnanku TpyoOBBIX KHIDKEK I10 MEpe HEOOXOJUMOCTH BBIJAIOTCA OTBETCTBEHHOMY JIUILY, MJIU
PYKOBOIMTENO. 3anucy B TPYAOBOM KHUXKe mNoianuceiBaer pykoBoautenb MBJOY «Jlerckuil cap
No333y.
5.5.3. YcraHoBKa W dKCIDTyaTalysl MPOrPaMMHOTO OOECIICUSHUS, MOTYICHHOTO U3 JIIOOBIX MCTOYHHKOB
Y BBITIOJHSAIOMIETO (YHKIMHU, HE CBA3aHHBbIE HEMOCPEACTBEHHO C BBIOJHEHHEM pPaOOTHUKAMHM CBOMX
JOJKHOCTHBIX 00S13aHHOCTEN, KaTeropruuecKy 3arpelieHa.
5.5.4. BcsmpencraBneHHas B 3JEKTPOHHOM BHJE HHOpMalus, NOCTyHawoIlas B YUYpEKICHHUE,
B 00513aTE€IbHOM MOPSIAKE MOJIEKHUT NPOBEPKE AHTUBUPYCHBIMH CPEICTBAMU.
5.5.5. DneKTpoHHAas MouYTa MOYKET MCIOJIb30BaThCs MOIB30BATEISIMU TOJIBKO JUIsl OOMEHa HH(pOopMaIeH,
OTHOCSIIENCS K KaTErOpUU OTKPBITOM U CIyKeOHOH. 3alpelieHo MCIOIb30BaTh 3JEKTPOHHYIO MOYTY
IS TIepeiayy HH(pOpMAIMK, OTHOCAIIEHCS K KaTeTOPUU OIPaHUYEHHOTO paclpoOCTpaHEHHS.

6. M3roToBjieHHe U UCTIOJIb30BaAHUE NleYaTeli U ITaAMIIOB
6.1. MBJIOVY «/lerckuit cag Ne333» umeer kpyriyio nedars ¢ HaumeHoBanueM MBJIOY «Jlerckuii can
Ne333» mo YcraBy u peKBH3UTaMHU JETCKOTO cajia, OJJaHKH CO CBOUM HAMMEHOBAHHUEM.
6.2. IleyaTn M3roTaBIMBAIOTCA B CTPOrO OTPAHMYCHHOM KOJIMYECTBE U UCKIIOUUTENBHO B CIYXKEOHBIX
uensix. Perienne o HEOOXOAUMOCTH M3TOTOBIIEHUS NedaTel M UX KOJIMYECTBE MPUHHUMAET PYKOBOJIUTENb
MBJIOY «Jlerckuii cam Ne333».
B cmywae cayxeOHON HEOOXOAMMOCTH TIO PEUIEHUIO 3aBEAYIONMIEH JOMYCKAaeTCS W3TOTOBIICHHE
JIOTIOJTHUTENBHBIX dK3EMIUIIPOB MEUaTe.
6.3. [TeyaTbro 3aBEpSIFOTCS MOIIMUCH PYKOBOJMTENS, €0 3aMECTHUTENICH, TJIABHOTO OyXraiTepa, a TaKxkKe
JIPYTUX JOJDKHOCTHBIX JHL, KOTOpeIM IpukazoM MBIIOY «/lerckuii cag Ne333» mnm nOBEpEHHOCTBHIO
MIPEIOCTABIIEHBI COOTBETCTBYIOIINE TOJTHOMOYHSI.
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6.4. Ileyatn 1 MITAaMITBI XPAHATCS B HAJIC)KHO 3alTUPAIOIIUXCS TTKadax.
OTBETCTBEHHOCTh 3a 3aKOHHOCTb HCIIOJb30BAaHUS W HAJASKHOCTb XPAHEHUs IIedaTedl Bo3Jjlaraercs
Ha pykoBoautesst MBJIOY «/lerckuii cag Ne333».
7. Opranu3anus J0OKYMEHTOB B 1eJIONPON3BOACTBE

1.1.Homenknamypa oen
7.1.1. Opranu3zanus JOKyMEHTOB B JICIONPOU3BOJCTBE MPEICTABIISET COOOH COBOKYITHOCTb BUJIOB paboT,
00ecneurBaIIUX COXPAHHOCTh, Y4€T, CUCTEeMaTU3alMi0 JOKYMEHTOB, (opMmupoBaHue U odopmiieHue
JIeTT B JICJIONPOU3BO/ICTBE, M UX MEpelauy B apXUB B COOTBETCTBHH C YCTAHOBJICHHBIMU TPEOOBAHMSIMU.
OcHoBHBIMU BUAaMHU pPa0OT, oOeCHeuYMBAIOIMIMMU MPABWIBHYI0 OpTraHU3alMIi0 JOKYMEHTOB B
JeTOTIPOU3BOICTBE, SIBIISIIOTCSI COCTABIICHHE HOMEHKJIATYPHI Jell 1 0(OpMIICHHE JIed.
7.1.2. HomeHknaTypa Aen - CUCTeMaTU3UPOBAaHHBIN MIEpeUYeHb 3aroJIoBKOB (HaumeHoBaHuii) nen MB/IOY
«erckuit cag Ne333» ¢ ykazaHueM CPOKOB UX XpaHEHHUSI.
Homenknarypa aen npegHazHadyeHa AJig OpraHU3ally MPYNIUPOBKUA UCTIOJHEHHBIX JOKYMEHTOB B JI€Ja,
CUCTEMAaTHU3allMM U y4eTa JIeJl, ONPEAEICHUS CPOKOB X XPAHEHUS U SIBIISIETCS OCHOBOMW ISl COCTaBJICHUS
omnucel JIen MOCTOSIHHOTO U BpeMeHHOro (cBbiiie 10 j1eT) XpaHeHus, a TakxKe JJIs y4eTa J1eJl BpeMEHHOT O
(o 10 et BKIIOYUTENBHO) XpPaHEHHUSI.
7.1.3. Ilpu cocTaBieHMHM HOMEHKJIATYphl Jel pykoBojcTBYyrOTCcsS YctaBom MBJIOY «JleTckmii can
No333y», monmoxkenusimu o paznuuHor nesrenbHoctd MBJIOY «[lerckuit cam Ne333», ero cmyx0ax,
IITAaTHBIM paclucaHueM, MJaHaMH U OTYeTaMu O padoTe, MepeyHsIMU JOKYMEHTOB C YKa3aHHEM CPOKOB
ux xpaHenus. M3ydarorcst 1okymMeHTbl, oOpasytouiuecs B nesrenbHoctd MBJIOY «Jlerckuit camg Ne333»,
WX BHJIbI, COCTaB U COJIEp>KaHUE.
7.1.4. B MBJIOY «Jletckuii cax Ne333» cOCTaBISIOTCS HOMEHKJIATYPHI JIe KaKIOW CIIY)KObI U CBOJIHAS
HOMEHKJIaTypa Jedl.
7.1.5. Coanas Homenkiarypa aen MBJIOY «Jlerckuit cax Ne333» cocraBisieTcs 3aBEIyIOIHIA.
7.1.6. CBoaHast HOMEHKJaTypa Aen yreepxaaercs 3aBeaytouniit MBJIOY «/lerckuii cag No333».
[Tocne yrBepkaeHus CBOAHOW HOMEHKIATYphl aen ciy:k0b1 MBIOY «Jletckuii cax Ne333» momywaror
BBIMIMCKHU M3 COOTBETCTBYIOIIMX €€ Pa3zesioB AJsl UCIOIb30BaHuUs B paboTe.
7.1.7.YTBEpKIACHHbIA SK3EMIUIIP HOMEHKJIATYpbl JAEN SABJAETCS JOKYMEHTOM IIOCTOSSHHOTO CpOKa
XpaHeHus
7.1.8. CBognast Homenkarypa neir MBJIOVY «Jletckuii cax Ne333» exeroqHo yToUHSIETCS, YTBEPKIACTCS
Y BBOJUTCS B ACUCTBUE € 1 CEHTAOPS ClIeqyIOLIero roja.

7.2. Opeanusayun onepamuenozo Xpanenus 00KymeHmog

7.2.1. PaboTHHKHM, OTBEYAlOIIME 3a JIJONPOU3BOJCTBO, HECYT OTBETCTBEHHOCTb 3a COXPAHHOCTh
JIOKYMEHTOB U JIe.
Jlena pa3MemaroT B CIEUATbHO OTBEAEHHBIX IS 3TOM ILIeJH MOMEIIEHUSX B 3alHparonuecs mkadel,
ce(nbl U T.I., 4TOOBI 00ECHIEUUTh UX COXPAHHOCTh U 3alIUTY OT BO3JEUCTBUS MbUIM U COJTHEYHOTO CBETA.
B nensx mnoBblIEHUsT ONEPATUBHOCTH TOMCKA JOKYMEHTOB, JI€lla paclojiaraloTcsi B COOTBETCTBHU
C HOMEHKJIaTypoi nen. HomeHknarypa Aen uiM BBIKMCKA W3 HEE MOMEINIAeTCs] Ha BHYTPEHHEH CTOpPOHE
mkadga.
Ha xopenikax 00y10KeK /1€ YKa3bIBalOTCSI MHJEKCHI /I 10 HOMEHKJIaType.
7.2..2. Bplmaya JAen ¥ KOMHA JOKYMEHTOB JIPYTHMM TOJB30BaTesIM TPOU3BOAUTCS C pa3pelieHus
pykoBoautenss MBIOY «Jlerckuit camg Ne333». Jlema BbIatOTCS BO BpEMEHHOE TOJIb30BAHWE HA CPOK
He Oonee opHoro Mmecsaua. llocie uCTeyeHHMS YKa3aHHOTO CpOKa €0 JODKHO OBITh BO3BPAIIECHO
Ha MECTO €r0 XpaHEeHHUS.
CTOpOHHHMM TMOJB30BATENSAM JI€J1a BBIAAIOTCS HAa OCHOBAHWU WX MUCHBMEHHBIX 3alpOCOB C pa3peleHus
pykoBoaurenst MBJIOY «/lerckumii cag Ne333» mo aktam.
N3bsiTHe JAOKyMEHTa W3 A€l IOCTOSIHHOTO XpaHEHUs JOMYCKAeTCsl B UCKIIOYHUTENBHBIX —CIIydasix
U npous3BoAuTCs ¢ paspemieHuss pykoogutens MBJIOY  «Jlercknii cax Ne333», mpu atom B aene
OCTaeTCs 3aBepPeHHAsI KOMUS JOKYMEHTA M aKT O MPUYMHAX BBIAAYU TOJTMHHUKA.

8. 3ak/rounTe/IbHbIE MOJI0KEHUS
8.1. Cpoxk aeiictBus MHCTpYKLIMH - 10 3aMEHBI HOBBIM.
8.2.MBJIOY «Jlerckuii cam Ne333» obecrednBaeT JOCTYITHOCTh W OTKPBITOCTh HH(OPMAIMH IyTEM
pa3menieHust Hacrosimieil MHCTpykumum Ha oQHUIMaNbHOM caiiTe JeTCKOro caja B CEeTH MHTEpHET
edu.tatar.ru.
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